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TRAINING FOR OVERSEAS CASHIERS 
Note to the Instructor 


The Course 
Training for Overseas Cashiers is a three part, self-paced 


training course. The three parts include: 
® Part A: Overview of Cashier Operations; 
e Part B: Cashier Task Descriptions; and 
e Part C: Job Practice. 


Part A: Overview of Cashier Operations provides general 
information on what an overseas cashier does. It describes each 
part of the job, that is, each task, but it does not go into 
detail on how to do the tasks. 


Part B: Cashier Task Descriptions provides the details of 
how to do the tasks of the overseas cashier. 


Part C: Job Practice gives the student a chance to practice 
what he or she has learned in the course. Part C presents the 
student with problems like those which the cashier deals with on 
the job. It also provides answers to each problem, and explains 
why the answers are correct. 


The course is designed to be used with Foreign Affairs 


Manual, Volume 4 (4 FAM) and the Serviced Post User Manual 
({SPUM). The student should have easy access to both of these 
publications while working on the lessons and the job practice. 


The Examination 


Upon completion of the three parts of the course, the 
student should take the examination. The exam consists of 
multiple choice questions and cashier forms which must be 
completed. While taking the exam, the student should be allowed 
to use 4 FAM, the SPUM, and the course material. 


Have the student write the answers in the exam booklet. 
Use the answer key to grade the exam. The answer key 


includes a list of the correct answers to the multiple choice 
questions and solution sheets for the forms completion problems. 


After the exam has been graded and returned, encourage the 
student to find the correct answer to each question missed. 
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* NOTE * 


The term Financial Management Officer (FMO) is used throughout 
this course in accordance with 4 FAM 390 Cashier Operations 
(December 6, 1988). In the field, the terms Budget Officer (BO), 
Budget and Fiscal Officer (BFO), Budget and Management Officer 
(BMO), and Budget and Financial Management Officer (BFMO) are 
still in use in many locations. The individual responsible for 
budget and fiscal matters and for the oversight of cashier 
operations may carry one of these titles rather than FMO. Some 
posts may use other position titles, such as Financial Management 
Center (FMC) Director. At some posts, the cashier may be under 
the supervision of a U.S. Disbursing Officer. 
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INTRODUCTION TO TRAINING FOR OVERSEAS CASHIERS 


What can I expect 


from the course? 


How is the course 
organized? 
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Training for Overseas Cashiers is a three 
part set of self-paced lessons designed to 
train new Overseas Cashiers to perform 
their duties. This Introduction tells: 


@ What you can learn from this course; 
@ How the course is organized; 


e How to use the course for efficient 
learning. 


This course tells what you, as a cashier, 
must do on the job. 


There are exercises which you can use to 
test your learning. There are also job 
aids such as checklists and hints, to help 
you do your job better. 


This course has three parts. 


e This is Part A: Overview of Cashier 
Operations. 


@ Part B is Cashier Task Descriptions. 


e Part C is Job Practice. 


Part A: Overview of Cashier Operations 
gives general information on what an 
Overseas Cashier does. It describes each 
part of the job, that is, each task, but it 
does not go into detail on how to do the 
tasks. 


Part B: Cashier Task Descriptions gives 
the details of how to do the job of 
Overseas Cashier. 


Part C: Job Practice gives you a chance to 
practice what you have learned in the 
course so far. Part C gives you problems 
like the ones you might have to solve in 
three days of work as an Overseas Cashier. 
It also gives answers to each problem, and 
reasons why the answers are correct. 
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How should I 
study the 
material? 








Read the lessons in Parts A and B 
carefully, at your own pace. After each 
lesson, answer the questions in the Lesson 
Exercise. Then, check your answers with 
the Answer Key that follows the exercise. 


If your answer to a question is wrong, read 
the explanation for that answer. The 
explanation tells why the correct answer is 
correct. If you still have questions about 
an answer to che Exercise, ask your 
supervisor for help. If you are a student 
at FSI ask your instructor. 


When you think you understand all of the 
duties and detailed tasks of an Overseas 
Cashier, do Part C: Job Practice. Then 
check your answers. 


Remember, how fast you can complete the 
lessons and the job practice is not 
important. Take your time and read the 
course carefully. 
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LESSON 1 - ROLE OF THE CASHIER 


In this lesson, you will learn about your 
role as an overseas cashier in terms of: 


What the cashier means to Embassy 
personnel and operations; 


What a cashier must do on the job; 


How the Regional Administrative 
Management Center or Financial 
Management Center supports Embassy 
and consulate cashier operations. 


At the end of the lesson, you can check 
your understanding of the material with the 
Lesson Exercise. 


Lesson Objectives 


After completing this lesson, you should 
be able to: 


Identify the duties of an Overseas 
cashier; 


Identify the relationship of the 
Cashier to the cashier supervisor; 


Identify the relationship of the 
Cashier to the disbursing officer; 


Define “accountability.” 
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Key Terms 





accommodation exchange - changing U.S. 
dollars into local currency 


accountability - Cashiers’ responsibility 
to keep safe all funds entrusted to then. 
This includes maintaining records which 
show the status of those funds at all 
times. 


advance - a fixed cash fund in the form of 
currency, coin, or Government check which 
has been entrusted to a cashier for cash 


payment or other specific purposes. 


BFMO - Budget and Financial Management 
Officer; American officer at an Embassy or 
consulate who is responsible for money- 
related support services including 
supervising cashier operations. The job 
title BFMO is being replaced by the job 
title FMO, Financial Management Officer. 
Both terms are currently in use. 


cash - coin and currency 


currency - paper money 


fiscal - Having to do with money, financial 
records, or the processing of financial 
records 


fiscal serviced post - an Embassy or 
consulate that receives accounting and 
other fiscal (money related) support from a 
RAMC or an FMC 


fiscal servicing post - a RAMC or FMC; a 
post that provides fiscal (money related) 
services and accounting support to 
Embassies and consulates 


FMC - Financial Management Center 
FMO - Financial Management Officer 


funds - funds may consist of cash, uncashed 
Government checks, invoices and other 
receipts for cash payments, unpaid 
reimbursement vouchers, and interim 
receipts for cash entrusted to other 
individuals 
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Why is the 
cashier 


important? 
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imprest fund - An imprest fund is a cash 
fund advanced to a cashier 


negotiable instrument - a check or other 
document which can be used as money 


RAMC - Regional Administrative Management 
Center 


USDO - the United States disbursing officer 
based at a RAMC, FMC, or Washington D.C. 
The USDO is a U.S. Government employee to 
whom the Chief disbursing officer of the 
Treasury has delegated authority to 
receive, disburse (pay out), and account 
for (keep records of) all official funds 
entrusted to the employee. 


1.1 Duties and Responsibilities 


Embassy personnel ranging from clerks to 
the Ambassador depend on services provided 
by the cashier. 


When an Embassy employee must travel on 
Government business, the cashier provides 
the travel advance. 


When the supervisor of the motor pool needs 
to purchase local supplies to keep the 
Embassy vehicles running, the cashier 
provides the funds for the purchase. 


When Embassy personnel need to exchange 
dollars for local currency or local 
currency for dollars, the cashier makes the 
exchange. 


When payday for Foreign Service Nationals 
arrives, it is the cashier who gives out 


the pay. 


Even the Ambassador depends on the cashier. 
When local supplies are needed for the 
official residence, the cashier provides 
the cash for the purchase. 


The Ambassador handles diplomatic 
relations, but the cashier (or cashiers) 
provides services that keep the Embassy 
running. (Note: Not all cashiers provide 
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What is a 
cashier? 


What are the 
cashier’s duties? 





all of these services. Fach individual 
cashier provides only specifically 
authorized services. ) 


In order to provide these important 
services, the cashier is entrusted with 
U.S. Government funds, often thousands of 
dollars. Only respected and reliable 
employees are selected to hold this 
position of trust. 


Volume 4 of the Foreign Affairs Manual (4 
FAM) states that: 


A cashier is an officer or employee of a 
Federal department, agency, or corporation 
who has been authorized and designated in 
writing as a cashier and has received an 
advance from a U.S. disbursing officer for 
the purpose of making limited cash 
payments, for making change, and for 
accommodation exchange. A cashier also 
receives official collections ...(and) is 
responsible and financially liable for the 
funds advanced. (4 FAM 391.4) 


An overseas cashier, as defined in 4 FAM, 
is a cashier who operates at a Foreign 
Service Post and receives an advance from a 
U.S. disbursing officer. (4 FAM 391.4) 


The cashier’s duties can include the 
following: 


@ Making cash payments; 

@ Making change; 

@ Receiving official collections; 

@ Performing accommodation exchange 
(exchanging U.S. dollars for local 
currency) and reverse accommodation 
exchange (exchanging local currency 
for U.S. dollars); 

@ Receiving and disbursing the Foreign 
Service National (FSN) payroll as 
directed by the servicing USDO; 

@ Keeping accurate records of these 
operations. 
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Figure 1-1. Cashier Duties 
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What types of 
cashiers are 
there? 





These duties are listed in 4 FAM 391.5. 
You will learn more about each of them 
later in this overview. 


Not all cashiers perform all of these 
duties. Some only make payments; some 
only receive collections. Some only 
collect consular fees. At large posts, a 
separate cashier may handle each of these 
tasks. At smaller posts, one cashier may 
handle all cashier functions. 


The type of cashiering job to which you 
have been appointed also determines the 
duties you can perform. 


There are four types of %verseas Cashiers. 
The type with the greatest responsibility 
and the most duties is the class B cashier. 
The principal cashier at an Embassy or 
consulate is usually a class B cashier. 


A class B cashier receives an advance from 
a disbursing officer. The advance may be 
in the form of currency, coin, or check. 
Usually the advance is in the form of 
several checks from the disbursing officer 
which can be cashed as the cashier needs 
currency for cashier operations. The 
cashier is personally accountable for the 
advance. 


The class B cashier is authorized, in turn, 
to advance funds to both alternate cashiers 
and subcashiers. (4 FAM 391.4) 


A subcashier receives an advance from a 
class B cashier. subcashiers usually 
handle specific, limited tasks, such as 
consular fee collections or small cash 
payments in the motor pool. Sometimes it 
may be necessary for a subcashier to work 
at a location separate from that of the 
principal cashier. 


An alternate cashier is a substitute 
cashier. The alternate usually serves only 
when the regular cashier cannot be on the 
job. The alternate cashier may work 

along with the regular cashier when there 
is too much business for one person to 
handle. 
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What are the 
cashier’s 
responsibilities? 
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In addition to class B cashiers, 
subcashiers, and alternate cashiers, 
overseas cashiers may also include class A 
cashiers. 


A class A cashier receives an advance in 
currency or check to make cash payments for 
certain limited expenses of an agency, such 
as the U.S. Information Agency, at the 
Embassy or consulate. The class A cashier 
is personally accountable for the funds 
received and may advance funds to an 
alternate cashier but not to a subcashier. 


(4 FAM 391.4) 


Treasury Department regulations also allow 
for class D cashiers (change-making 
cashiers), but neither the State Department 
nor other agencies usually designate class 
D cashiers. (4 FAM 391.4) 


As a cashier, whether Class B, Class A, 
alternate, or subcashier, you have two 
basic responsibilities. They are: 


@ Keep complete and accurate records 
of all transactions; 


@ Keep public funds safe. 


In order to carry out these two 
responsibilities, you must be familiar with 
regulations and procedures governing 
cashier operations. 


In each of the task descriptions in Part B 
of this course, you will learn which 
regulations deal with that task. You will 
also learn the requirements set by the 
regulations for doing the task, especially 
the requirements for record keeping. 
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Why are complete 
and accurate 
records 
important? 


Who is the 
cashier’s 
supervisor? 
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As a cashier, you are "accountable" for the 
funds entrusted to you. This means that 
you must be able to show, at any time, that 
the funds are still in your possession or 
have been used for authorized purposes. 


You are personally and legally responsible 
for the funds. If you cannot account for 
any money with a receipt, a bank deposit 
slip, or some other appropriate record, you 
must pay back the missing amount out of 
your own pocket. 


1.2 Support for Cashier Operations 


In your job as a cashier, you will receive 
support at your post from your supervisor. 
You and your supervisor will receive 
further support and assistance from the 
RAMC or FMC if you are at a fiscal serviced 
post. (See Key Terms at the beginning of 
this lesson for definitions of fiscal 
servicing post and fiscal serviced post. ) 


At a serviced post, the financial 
management officer (FMO) supervises the 
cashier or cashiers. If there is no FMO at 
the post, the administrative officer super- 
vises the cashier. 


At some locations the American officer 
responsible for fiscal matters is still 
called the BFMO (Budget and Financial 
Management Officer) rather than the FMO. 


At a RAMC or FMC a cashier supervisor may 
oversee the post’s cashiers. RAMCs and 
FMCs usually have many cashiers. The 
cashier supervisor is usually an 
experienced former cashier who works for 
the RAMC or FMC financial management 
officer (FMO). 
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What are the 
duties of the 
cashier’s 
supervisor? 


Who supervises 
subcashiers? 


What type of 
support does the 
RAMC or FMC 
provide? 
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Regardless of the title (cashier supervisor 
or FMO), the supervisor’s duties include, 
among other things: 


e Monitoring cashier operations; 


@ Guiding the cashier in solving 
unusual payment problems; 


e Conducting unannounced cash 
verifications and audits of the 
cashier’s funds and records. (4 FAM 
391.4) 


When you have a question, such as whether a 
payment or a collection is proper, always 
ask your supervisor for advice, first. 


Your supervisor is responsible for the way 
you do your job. Your supervisor is not 
responsible for your advance. Only you 
are. 


Although subcashiers are accountable to the 
class B cashier for their advance, the 
class B cashier is not necessarily their 
supervisor. A subcashier’s supervisor is 
usually the head of the section in which 
the subcashier works. For example, a 
subcashier in the consular section would be 
supervised by the consular section chief. 


The RAMC or FMC provides fiscal support 
through: 
e Processing payments and collections; 
e Performing accounting functions; 


e Providing and replenishing the 
cashier’s advance. 
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Figure 1-2. Relationship of RAMC or FMC to 
Serviced Post 
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The disbursing officer (USDO) at the RAMC 
or FMC advances funds to the class B 
cashier. It is the disbursing officer, 
personally, to whom the cashier is 
accountable for the advance. 


If you have a question or problem that 
relates to your accountability, ask your 
supervisor for help first. If the problem 
cannot be resolved you should go to the 
USDO for additional help. 
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Part A: Overview of Cashier Operations 
LESSON 1 - THE ROLE OF THE CASHIER 





LESSON EXERCISE 


i. What does the term accountable mean to you as a cashier? 
Write your answer below: 











For questions 2 - 5, you are the class B cashier at a serviced 
post. Complete the sentences below: 


2. You are accountable to the for 
your advance. 





3. You have two subcashiers. They are accountable to 
for their advances. 





4. Your supervisor is ° 





5. List the types of duties which you may be designated to 
perform as a cashier: 














6. Why is your job important to the Embassy? 
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ANSWER KEY 


1. What does the term accountable mean to you as a cashier? 
Write your answer below: 


Accountable means that you: 


° Must keep complete and accurate records of the 
funds received 


e Are legally and personally responsible for the 
funds. (4 FAM 391.4.c) 


For Questions 2 - 5, you are the class B cashier at a serviced 
post. Complete the sentences below: 


2. You are accountable to the disbursing officer of the fiscal 
servicing post for your advance. 


Class B cashiers receive their advances from the disbursing 
officer of the fiscal servicing post. They are personally 
accountable to that disbursing officer for those funds. (4 FAM 
391.4 and 391.5) 


If the class B cashier is going to be absent for a long time, 
accountability is transferred to a designated alternate cashier. 
The alternate is then accountable to the disbursing officer for 
the funds. If the class B cashier is going to be absent for a 
short time, such as a few days, he or she can advance the 
alternate enough funds to cover operations for those few days. 
In that case, the alternate would be accountable to the class B 
cashier. (4 FAM 398.1) 





3. You have two subcashiers. They are accountable to you, the 
class B cashier for their advances. 


When class B cashiers have subcashiers, the class B cashiers 
advance a portion of their own advance to those subcashiers. 


(4 FAM 393) 
4. Your supervisor is the FMO (or BFMO) or the administrative 
officer if there is no FMO. 


At a serviced post, the supervisor of the class B cashier is 
usually the FMO (or BFMO). If there is no FMO, the 
administrative officer supervises the cashier. 
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At a RAMC or FMC, there are usually a number of class B cashiers. 
They are often supervised by a cashier supervisor who works for 
the FMO. (4 FAM 391.4) 





5. List the types of duties which you perform as cashier: 


make cash payments _ 
receive official collections 
perform accommodation exchange 
perform reverse accommodation exchange 
disburse Foreign Service National (FSN) payroll] 
maintain records of cashier operations _ 


The cashier pays out cash, takes in cash and checks, and 
exchanges currency within limitations. For the cashier’s own 
protection and for the protection of the U.S. Government funds 
involved, the cashier is required to keep records of all cashier 


operations. (4 FAM 391.5) 
6. Why is your job important to the Embassy? 


You make available funds for the small purchases and 
reimbursements which are necessary to daily operations. You 
may also provide needed currency exchange services and 
accept payments for the U.S. Government. 

















The services you provide make it possible for the various 
sections of the Embassy or consulate to accomplish their 


jobs. 
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Part A: ,  Cashi bj 
LESSON 2 - CASHIER OPERATIONS 





This lesson discusses the general tasks 
performed by an overseas cashier. Its 
purpose is to give you a basic idea of what 
those tasks are. It does not try to show 
you how to do them. Specific instructions 
on how to do the tasks are in Part B of 
this course - Cashier Task Descriptions. 


Lesson 2 covers: 
@® Beginning work as a cashier; 
@ Making payments; 
@ Receiving collections; 


@ Performing accommodation exchange 
and reverse accommodation exchange; 


@ Keeping records. 
At the end of the lesson, you can check 
your understanding of the material with the 
lesson exercise. 
Lesson Objectives 


After completing this lesson, you should be 
able to: 


@ Define “cash held at personal risk;" 


@ Identify the types of payments which 
cashiers are allowed to make; 


@ Identify the types of collections 
which cashiers may receive; 


@ Define “accommodation exchange" and 
"reverse accommodation exchange;" 





@ Identify the types of files which 
cashiers must keep in good order. 
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Key Terms 


accommodation exchange - the exchange of 
U.S. dollars for local currency 





cash held at personal risk - cash entrusted 
to a specifically designated employee known 
as a cashier. The cashier is personally 

and legally responsible and liable for the 


money . 


fiscal serviced post - an Embassy or 
consulate which receives accounting support 
and other fiscal (money related ) services 
from a RAMC or FMC 


fiscal servicing post - a RAMC or FMC; a 


post that provides fiscal (money related) 
services and accounting support to 


Embassies and consulates. 


nomination - the request that a Cashier be 
designated. The serviced post nominates 
individuals to be cashiers. Depending on 
the size of advance requested, the 
servicing post or M/COMP/FO designates the 
cashiers in response to the serviced post’s 
nomination. 


reverse accommodation exchange is the ex- 
change of local currency for U.S. dollars. 





serviced post - See fiscal serviced post 
servicing post - See fiscal servicing post 
USDO account - an account maintained at a 
local bank in the name of the disbursing 


officer of the fiscal servicing post for 
that area. 
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Who selects the 
cashier? 





for saf 
? 
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2.1 Beginning Work as a Cashier 


Before you can begin work, you must be 
selected, nominated, and officially 
designated as a cashier. 


The Financial Management Officer (FMO) at a 
post selects: 


e Class B cashiers; 
e Their alternates; and 
° Their subcashiers. 


If the post has no FMO, the administrative 
officer or the Principal Officer or 
designee makes the selection. 


Class A cashiers are selected by the agency 
for which they will work. 


Part B of this course describes the process 
of selection, nomination, and designation 
of cashiers in detail. 


Once your designation as a cashier has been 
approved, your advance is usually mailed to 
you in the form of several checks. That 
is, unless another cashier is advancing 
funds to you. 


The cashier’s advance is considered “cash 
held at personal risk." This means that 
you are personally and legally responsible 
for that money. If it is lost or stolen, 
you can be required to pay it back. 


Because you are accountable for the funds, 
it is in your own best interest to: 


@ Be sure that the cashier work area 
meets security requirements; 


@ Make only authorized payments, 
following all rules and procedures; 


° Keep clear and accurate records of 
all transactions; 


@ Deposit excess funds to the U.S. 
disbursing officer’s account. 
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Is there a limit 
on the size of a 


payment that a 
cashier can make? 
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The USDO account is an account maintained 
at a local bank in the name of the 
disbursing officer of the fiscal servicing 
post for that area. Cashiers often receive 
their advances in the form of checks on 
that account which they cash as needed. 


Part B of this course describes the 
requirements for a cashier work area and 
specific guidelines for safeguarding funds 
and keeping records. 


Whether you are taking over an already 
existing cashier position or setting up a 
new cashier operation, you will probably 
need to advance funds to alternate cashiers 
and subcashiers. Just as you are 
accountable to the disbursing officer for 
the total of your advance, alternate 
cashiers, and subcashiers will be 
accountable to you for the funds which you 
advance then. 


Part B of this course describes how to set 
up your records and how to document the 
advances which you make to alternate 
cashiers and subcashiers. Complete and 


accurate records are yery important in 


preventing loss or theft. 


2.2 Making Payments 
Cashiers make payments to: 


@ Vendors, for small purchases; 


@ Employees, as advances for making 
specific authorized purchases; 


@ Employees, as reimbursement for 


authorized expenses. 


Yes. For routine payments the limit is 
$500 or the equivalent in local currency. 
The limit can be raised for certain special 
situations and for emergencies, but you 
must receive approval in advance. The 
Principal Officer, the FMO, the BFMO, 
authorizes the approval for an emergency 
situation. The approval for a continuing 
special situation must come from the 


Principal Officer of the fiscal servicing 
post. 
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Can you give an 


example of a 
situation where 


the limit would 
be raised? 


Are there other 


types of 
limitations on 


payments by 
cashiers? 


How do you 
replenish your 
advance? 
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If a post were supporting the visit of a 
congressional delegation (CODEL), limits 
for specific types of payments might be 
raised during that time. 


You must make the payments through the 
cashier’s window (4 FAM 394.2-1). You are 
not allowed to personally deliver payments 
of any type or amount to or for anyone 
(394.2-1). This rule is for your own 
protection. 


There is an exception to this rule. The 
Principal Officer of the post may authorize 
the performance of accommodation exchange 
services in other locations for special 
situations. For example, these services 
could be provided in a hotel for a visiting 
CODEL. 


Figure 2-1 illustrates the payment 
limitations. 


As you make payments, your advance will 
need to be replenished. 

Each week (or more frequently if you make 
many payments), you report the status of 
your advance to the disbursing officer. 

The report, the Cashier’s Reimbursement 
Voucher (SF 1129), is discussed in detail 
in Part B of the course. It shows how much 
of the advance has gone out in payments and 
how much has been advanced to subcashiers, 
and how much cash is on hand. 


2.3 Receiving Collections 
Cashiers receive collections for credit to: 
@ Appropriation accounts; 


@ General fund receipt accounts; 


@ Suspense Deposits Abroad (SDA). 
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Figure 2-1. Limitations on Payments 








































AMOUNT - $500 LIMIT FOR 
SINGLE ROUTINE PAYMENTS 


CANNOT DELIVER PAYMENTS 


MUST MAKE PAYMENTS 
THROUGH CASHIER WINDOW 
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What are 
collections for 
credit to 


appropriation 
accounts? 


What are 
collections for 
credit to general 
fund accounts? 


What are Suspense 
Deposits Abroad? 


What happens to 
the funds 
collected? 
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An appropriation account is an account 
established by the U.S. Treasury to show 
the amounts available and the transactions 
related to accomplishing a certain 
objective or purpose authorized by the U.S. 
Congress. 


Collections for credit to appropriation 
accounts include repayments, refunds, and 
reimbursements to the U.S. Government. 


An example of a collection for credit to an 
appropriation account would be the 
repayment of the unused portion of a travel 
advance. (4 FAM 324) 


General fund receipt accounts are U.S. 
Government accounts for money received for 
purposes not related to appropriations 
authorized by Congress. Collections for 
credit to general fund receipt accounts 
include payments for goods and services, 
interest payments, and consular fees. 


An example of such a collection would be 
the money received for the sale of surplus 
Government property. The most important 
example for the overseas cashier is 
probably the money collected at the post 
for consular services such as visas. (4 FAM 
324) 


Suspense Deposits Abroad (SDA) are official 
collections received at Foreign Service 
Posts for later payment for a specific 


purpose. 


An example of a Suspense Deposit Abroad is 
money deposited by a U.S. shipping company 
for the payment of American seaman abroad. 


Funds collected as official collections 
must be kept separate from the funds which 
you receive for your advance. You cannot 
use collections to make payments except in 
limited, specific situations. 


You usually deposit the actual currency 
collected to the USDO account (local 
currency) or a Treasury General Account 
(U.S. dollars). You may also use the local 
currency collected to "cash" a 
replenishment check. This must be shown in 
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Do all overseas 
cashiers perform 
accommodation 
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your accountability records. You then 
endorse the replenishment check and deposit 
it to the USDO account. (4 FAM 396.3-3) 


Part B of this course gives the details of 
these procedures and describes the 
paperwork needed for each one. 


Besides making payments and receiving 
collections, your duties may also include 
accommodation exchange and reverse 
accommodation exchange. 


2.4 Performing Accommodation Exchange and 
Reverse Accommodation Exchange 


Accommodation exchange is the exchange of 
U.S. dollars for local currency. Reverse 
accommodation exchange is the exchange of 
local currency for U.S. dollars. 


Only those cashiers whose designation 
includes accommodation exchange can provide 
this service. The Principal Officer, the 
FMO, or the Principal Authorized Certifying 
Officer at the post must authorize the 
service. 


Employees of the State Department and other 
Government Agencies and the dependents of 
those employees can use accommodation 
exchange and reverse accommodation exchange 
services as described in 4 FAM 362.1. 


Part B of this course discusses the 
limitations on accommodation exchange and 
reverse accommodation exchange. It also 
describes the record keeping requirements. 


The next section of this lesson provides an 
introduction to cashier records. 

2.5 Keeping Records 

Keeping complete and accurate records is 


part of safeguarding the funds for which 
you are responsible. 
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The records you keep as a cashier can be 
divided into two types: 


@ Policy records 
@ Accountability records. 


Policy records include: 


@ A copy of the initial request for 
your designation as a cashier; 


e@ A copy of the memorandum, cable, or 
letter authorizing your designation 
and stating the amount of your 
initial advance; 


@ Copies of all correspondence about 
increases or decreases in your 
advance; 


@ Any correspondence about questions 
on, exceptions to, or corrections to 
payments, collections, or cashier 
policies. 


Accountability records include: 
@ Your daily accountability record; 


@ Copies of vouchers and subvouchers 
which have been paid, are pending, 
are in-transit, or have been 
processed; 


@ Receipts for advances to 
subcashiers. 


Accountability records are yery important. 
At least once each month, your supervisor 
will conduct an unannounced cash 
verification. At that time, the supervisor 
will compare the amount of cash and items 
of accountability that you actually have on 
hand with the amount that your records 
indicate that you should have. 


Your basic accountability record for each 

day’s transactions is the Official Form 209 
(OF-209), Accountability Record. Depending 
on your duties, you will probably maintain 
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Part A: Overview of Cashier Operations 


at least two OF-209s. This allows for 
separate forms to record advance activities 
and official collections. 





Part B of the course shows you which 
records to maintain and how to complete 
them correctly. 





Now test your understanding of the material 
covered in this lesson by taking the 
Exercise that follows. 
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Read the terms in Column A. 


Check your answers with the ANSWER KEY on the next page. 


COLUMN A 


Cash held at a. 
personal risk 


Accommodation b. 
exchange 


Suspense c. 
Deposits 
Abroad (SDA) 


Reverse d. 
accommodation 
exchange 


Collections e. 
for credit to 

general fund 

accounts 


Collections f. 
for credit to 
appropriation 

accounts 


Payments made __g- 
by overseas 
cashiers 


Items in h. 
cashier 
files 
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Match them to phrases in Column B. 





COLUMN B 
The exchange of local currency for 
U.S. dollars. 


Consular fees and interest owed to 
the U.S. 


Funds for which the cashier is 
accountable. 


Refunds to the U.S. Government. 


Reimbursements to Embassy employees 
for authorized expenses. 


Exchange of U.S. dollars for local 
currency. 


Cashier designation memorandum, list 
of vouchers in-transit. 


Funds collected from individuals for 
later payment for a specific 


purpose. 
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ANSWER KEY 


ic. Funds for which the cashier is accountable. 


The cashier’s advance is considered "cash held at personal risk". 
The cashier is legally and personally responsible and liable for 
those funds. (4 FAM 391.2-1) 


2f. Exchange of U.S. dollars for local currency. 


The exchange of U.S. dollars for local currency is called 
accommodation exchange. Only cashiers whose designation includes 
accommodation exchange can provide this service. Even then, most 
posts place certain restrictions on the amount that can be 
exchanged. (4 FAM 394.2-4) 


3h. Funds collected from individuals for later payment for 
a specific purpose. 


Suspense Deposits Abroad (SDA) are funds collected by the 
overseas cashier from individuals, businesses, or organizations 
for later payment for a specific purpose, such as an interested 
party message. (4 FAM 396.3-1b) 


4a. The exchange of local currency for U.S. dollars. 
Exchange of local currency for U.S. dollars is called "reverse 
accommodation exchange". It is a service provided on a limited 
basis to Embassy employees, their families, and certain other 
individuals at overseas posts. (4 FAM 394.2-4) 

5b. Consular fees and interest owed to the U.S. 

Overseas cashiers make collections of consular fees and also 
interest owed to the U.S. These collections are for credit to 
general fund accounts. (4 FAM 396.3-1) 

6d. Refunds to the U.S. Government. 


Collections for credit to appropriation accounts include refunds 
to the U.S. Government. (4 FAM 396.3-1) 
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Je. Reimbursements to Embassy employees for authorized 
expenses. 


Cashiers may make payments to Embassy employees for 
reimbursement for authorized expenses. Cashiers also make 
payments to vendors for small purchases (under $500) and to 
employees as advances for making specific purchases. (4 FAM 
394.1-2) 


8g. Cashier designation memorandum, list of vouchers in- 
transit. 


These are just two of the items which cashiers must maintain in 
their files. The cashier designation is one of the policy files 
that must be maintained. The list of vouchers in-transit is part 
of the accountability files of the cashier. (4 FAM 392.4) 
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CONCLUSION 





In the two lessons of this overview, you 
have learned that the cashier supports 
Embassy and consulate operations. 


The cashier safeguards U.S. Government 
funds by performing these duties in the way 
required by the State Department 
regulations and by maintaining careful and 
accurate records of all payments, 
collections, and other transactions. 


Your specific duties as a cashier depend on 
your type of designation (class A, class 
B, alternate, or subcashier) and on the 
type of post at which you work (fiscal 
servicing or fiscal serviced). You will 
carry out your duties with a cash advance 
for which you are personally and legally 
accountable and liable. 


Your supervisor may be the Financial 
Management Officer, the administrative 
officer or a cashier supervisor. 


The second lesson gave you a preview of the 
tasks which a cashier performs. The next 
part of this course will show you step by 
step how to perform these tasks. It will 
also show you how to complete the records 
which a cashier must maintain and help you 
to provide efficient cashier support to 


your post. 
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Task Descriptions 
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* NOTE * 


The term Financial Management Officer (FMO) is used throughout 
this course in accordance with 4 FAM 390 Cashier Operations 
(December 6, 1988). In the field, the terms Budget Cfficer (BO), 
Budget and Fiscal Officer (BFO), Budget and Management Officer 
(BMO), and Budget and Financial Management Officer (BFMO) are 
still in use in many locations. The individual responsible for 
budget and fiscal matters and for the oversight of cashier 
operations may carry one of these titles rather than FMO. Some 
posts may use other position titles, such as Financial Management 
Center (FMC) Director. At some posts, the cashier may be under 
the supervision of a U.S. Disbursing Officer. 

















TABLE OF CONTENTS 


Introduction * . > > . . >. >. >. >. > o . * . >. > . * o al 7 1 
i.1 Goal of the Cashier Task Descriptions ... 1 


i.2 Rew To Wee Take EOSGGR « ee wc ec eco eo eo eo oe B 


Lesson 1 - Beginning Your Work as a Cashier ....... 3 
1.1 | Pe ee ee ee ee ee ee re ee ee 
1.2 How Do You Receive Your Cashier Designation? 4 


1.3 How Do You Designate Subcashiers and 
Altermatese «© cccrerccececevceecece ce co 


1.4 How Do You Set up Cashier Operations? .. . 13 
@ Safeguarding Funds .....++++ + « 13 
@ Establishing Office Procedures ..... 17 
Lesson Exercise ...+.+ +++ «© «© © © © © © «© » « 21 


Answer Key . . * . . . * . . . . . * . . . . . . . 2 3 


Lesson 2 - Making Payments .....+ ++ «© © © © «© «© « 27 
2.1 Scenario ...+ +6 «© © + © © © © © © © © © «© 27 
2.2 What Types of Payments Can You Make? .... 27 
2.3 What Are The Limitations? ......+ + + 28 
2.4 What Records Must You Keep? ....++ + + 29 
2.5 How Do You Replenish Your Funds? ..... . 32 
Lesson Exercise ...+ + «+ + + «+ © © © © © © © © «© 47 


Answer Key . . . . . * . * . . . > > . . . . . . ° 49 


June 1989 i 








Training for Overseas Cashiers (PA-293) 





Lesson 3 - Receiving Collections ......+ ++ +++ 51 
3.1 Soemearlio «2-2 ccc ececececectrecevceece ee SA 
3.2 What Types of Collections Can You Receive? . 51 
3.3 What Are The Limitations? .......+. + + 52 
3.4 What Records Must You Keep? ......+ + + 53 


@ OF-158 (General Receipt) 53 


@ Consular Fee Collections ....... . 56 
@ Suspense Deposits Abroad ...... +. 65 


3.5 What Do You Do With Funds Received 
OS GeeeeeenGeeer ccoccoeeveveseesesnssenes & 


3.6 How Do You Obtain Repayment of 
Uncollectible Checks? ...4.4++++ +++ 7il 


ere ee eee ee eee eee eee 


Answer Key . > * * . . . . . . 7 . . ‘ . . od . . . 8 5 


Lesson 4 - Providing Accommodation Exchange Services .. 89 
4.1 Scenario .. «+++ «© © © © © © © © © © «© « BY 


4.2 What Types of Accommodation Exchange 
Services Can You Provide? ....+ ++ « « 90 


4.3 What Are The Limitations? .....+ ++ « 90 
4.4 What Records Must You Keep? .....+ + + «+ 96 
Lesson Exercise >. >. . . . > > > . . . > * . >. >. > 1 0 3 


Answer Key oe ec eee eee eee ee oe eo eo oe ow) «=6AOG 


ii June 1989 


At 








—S = se ‘oti 





Lesson 5 - Maintaining Accountability Records ..... 107 


5.1 Scenario . . . . > al . > . . . * al . . . . 107 





5.2 How Do You Maintain Daily Accountability 
Recorder « «© ccc ec ec eee ec ec eo ee eo eo 267 


5.3 How Do You Reconcile Your Account? .... 114 
5.4 How Do You Find and Correct Errors? ,2'1 2 
Pere a eee ee ee ee ae eee ett. 


Answer Key . . >. * . . . > > . * . . > . al . . . 1 2 9 


Conclusion . . . . > >. * . . . . al . . . . * > > . . . 1 3 1 





June 1989 iii 





Training for Overseas Cashiers (PA-293) 





This page intentionally left blank. 


iv 


June 1989 








Part B: Cashier Task Descriptions 





June 1989 


Training for Overseas Cashiers is a three 
part set of self-paced lessons designed to 
train new overseas cashiers to perform 
their duties. This is Part B: Cashier 
Task Descriptions. 


Part A: Overview of Cashier Operations 
gave you genera] information on what an 
overseas cashier does. It described the 
cashier’s tasks, but did not go into detail 
on how to do the tasks. 


Part B: Cashier Task Descriptions, gives 
you the details of how to do the job tasks. 


Part C: Job Practice will give you a 
chance to practice what you have learned. 
It contains job situations and problems 
like the ones you will deal with on the 
job. 


i.1 Goal of the Cashier Task 
Descriptions 

The goal of the Cashier Task Descriptions 
is to show you the requirements of each of 
the cashier’s tasks. For each task, the 
lesson explains: 

@ The actions required; 

@e The limitations; and 


@ The records that must be kept. 
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i.2 How To Use This Lesson 





The Cashier Task Descriptions should be 
used with the two basic references for 
overseas cashier operations. These 
references are: 


@ Foreign Affairs Manual, Volume 4 
(4 FAM) and 


® Serviced Post Cashier Procedures 
(Appendix A of the Serviced Post 
User Manual). 


At times, the lesson will tell you to read 
certain paragraphs or sections in 4 FAM or 
in the Serviced Post Cashier Procedures. 
Take time to read the suggested sections; 
then return to the lesson. 


Each lesson describes a task or group of 
tasks such as "Making payments." Read 
each lesson carefully. Then do the 
exercise at the end of the lesson. The 
exercise will help you to: 


@ Review what you. have learned and 


@ Check your understanding of the 
tasks. 


An answer key at the end of the exercise 
lets you check your work. The answer key 
tells you the correct answer to each 
exercise question. It also tells you why 
the answer is correct. 


If you still have questions about an answer 
after reading the explanation, ask your 
supervisor for help. If you are a student 
at FSI, ask your instructor. 


When you have completed all of the lessons 
and exercises, you should be ready to do 
the final part of the course, Part C: Job 
Practice. 
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LESSON 1 - 


BEGINNING YOUR WORK AS A CASHIER 


Lesson 1 describes the tasks which you must 
do in order to begin cashier operations. 
These tasks must be completed before you 
can carry out any cashier duties such as 
making payments or receiving collections. 


Lesson Objectives 


After completing this lesson, you should be 
able to: 


@ Prepare cashier designation 
requests; 


e Select subcashiers and alternate 
cashiers; 


e Advance funds to subcashiers and 
alternate cashiers; 


e Identify physical security 
requirements for cashier operations; 
and 


e Identify office procedures and 
organization for effective cashier 
operations. 


1.1 Scenario 


You have been selected to be the class B 
cashier at the American Embassy in Rosslyn, 
Z. The Financial Management Officer (FMO) 
has asked you to prepare a draft of the 
paperwork requesting your designation. 


Where will you find out how to do this? 


What else do you need to know or do before 
you can begin your duties as a cashier? 


The next several sections of this lesson 
will help you answer these questions. 
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Where can you 
find instructions 
for requesting 
designation? 
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1.2 How Do You Receive Your Cashier 
Designation? 


You cannot operate as a cashier until you 
have a letter of designation. The letter 
of designation for a class B cashier or an 
alternate class B cashier includes: 


e The cashier’s name, location, and 
title; 


@ The authorized amount of the 
cashier’s advance; 


@ Any limitations on the cashier’s 
duties; 


® Information on cashier 
responsibilities; 


e@ A statement that the cashier 
understands and accepts the duties 
and responsibilities; 


@® Places for the signatures of the 
cashier and the principal certifying 
officer at the post. 


Figure 1-1 shows a sample letter of 
designation for a class B cashier. 


The FMO or the Administrative Officer signs 
the request for designation. You may be 
asked to help prepare the request. 


Instructions for requesting cashier 
designation can be found in: 


@ 4 FAM 392.2 


® Section 2, Serviced Post Cashier 
Procedures in the Serviced Post User 
Manual (SPUM). 


Take a few minutes to read those 
references; then return to the lesson. 
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Figure 1-1. Cashier Designation Letter 





36485797389 

RR RUEHKG 

DE RUEHCK 7504 13041649 

ZNR UUUUU ZZH 

R 110935Z NOV 92 

FM SECSTATE M/COMP/FO WASHDC 

TO RUEHKG/AMEMBASSY ROSSLYN 4788 
INFO RUEHMC/USOFFICE FMC PARIS 5632 
BT 

UNCLASS STATE 147504 


ROSSLYN FOR FMO, PARIS FOR USDO 


F.O. 16537: N/A 
TAGS: AFIN 
SUBJECT: DESIGNATION CLASS B CASHIER 


REFERENCE: 4 FAM 392, CASHIER OPERATIONS, ROSSLYN 04788 


1. JAMES SMITH REVOKED AS CLASS B CASHIER AT ROSSLYN EFFECTIVE 
12/01/92. 


2. ANNA DEMARA DESIGNATED CLASS B CASHIER AT ROSSLYN PER 4 FAM 
392 EFFECTIVE 12/15/92 WITH AUTHORIZED ADVANCE OF US DOLS 10,000 
AND THE AUTHORITY TO PERFORM ALL CASHIER FUNCTIONS PER 4 FAM 
391.5 EXCEPT MAINTAIN CHECKING ACCOUNT. 


3. RECORDS OF M/COMP/FO/BFC REVEAL THESE INDIVIDUALS TO BE 
ACTIVE CLASS B CASHIERS AT POST: PRINCIPAL - ANNA DEMARA, 
ALTERNATES - ALAN JONES. PLEASE ADVISE M/COMP/FO, ROOM 4344, IF 
RECORDS AT POST DIFFER. 


»»» CASHIERS ARE RESPONSIBLE FOR SAFEGUARDING AND ACCOUNTING FOR 
ALL MONIES RECEIVED AND DISBURSED AT POST WHERE THERE IS NO US 
DISBURSING OFFICER (USDO). CASHIERS RENDER ACCOUNT TO THE USDO 
FROM WHOM ADVANCE IS RECEIVED. 


«++ CASHIER MAY NOT: 


(A) LOAN OFFICIAL FUNDS 

(B) USE FUNDS FOR PERSONAL PURPOS 

(C) DEPOSIT PUBLIC MONEY IN FINA. 4: NSTITUTIONS, EXCEPT WHERE 
AUTHORIZED TO DO SO, OR; 

(D) EXCHANGE MONEY WITH OTHER FUND, PERSONAL OR OTHERWISE, 
UNLESS ORDERED TO DO SO. 
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Figure 1-1. Cashier Designation Letter (Continued) 


-++ CASHIERS ARE PERSONALLY LIABLE (LEGALLY RESPONSIBLE) FOR ALL 
US GOVERNMENT FUNDS IN THEIR POSSESSION AND ARE OBLIGATED TO 
FAITHFULLY PERFORM THEIR DUTIES. CASH HELD AT PERSONAL RISK 
(IMPREST FUNDS) IS DEFINED AS THE ADVANCE THAT A CASHIER MAY HAVE 
TO REPLACE IF IT IS LOST, STOLEN, OR MISAPPROPRIATED. 
RESPONSIBILITY FOR FUNDS ADVANCED CONTINUES FROM THE TIME CASHIER 
RECEIVES THE FUNDS UNTIL PROPER AND ACCEPTABLE ACCOUNTING 
THEREOF IS MADE EITHER TO THE OFFICER WHO ADVANCED THE FUNDS OR 
TO ANOTHER OFFICER DIRECTED TO RECEIVE THE ACCOUNTING FOR THE 
ADVANCE (4 FAM 398.1-2). 


-++ FUNDS SHOULD NOT BE ADVANCED UNLESS ADEQUATE FACILITIES FOR 
SAFEGUARDING CASH ARE AVAILABLE. THE CASHIER MUST MAINTAIN 
EXCLUSIVE CONTROL OF ADVANCE. FUNDS ARE TO BE SAFEGUARDED IN 
MANNER CONSISTENT WITH DEPARTMENT REGULATIONS NOTED IN 4 FAM 
317.2. SECURITY OF LOCK COMBINATION MUST CONFORM TO REGULATIONS 
PRESCRIBED IN 4 FAM 314.3. 


~++ FAM 033.1-3: THE OFFICE HAVING ADMINISTRATIVE JURISDICTION 
OVER THE CASHIER WILL BE RESPONSIBLE FOR ADMINISTRATIVE 
SUPERVISION OF CASHIER ACTIVITIES WITHIN PRESCRIBED POLICIES AND 
PROCEDURES. THIS ADMINISTRATIVE JURISDICTION INCLUDES PERIODIC 
UNANNOUNCED VERIFICATIONS OF CASHIER FUNDS. VERIFICATIONS SHALL 
BE MADE MONTHLY AND AT IRREGULAR INTERVALS TO AVOID LONG 
UNDISCLOSED SHORTAGES, AND AT ANY TIME FUND ACCOUNTABILITY IS 
TRANSFERRED. DIFFERENCES AND DISCREPANCIES MUST BE REPORTED PER 
4 FAM 397.3 AND 3 FAM 630. CASHIERS ARE PERSONALLY RESPONSIBLE 
FOR ANY SHORTAGES, AND OVERAGES ARE DEPOSITED TO MISCELLANEOUS 
RECEIPT ACCOUNT 1060 QUOTE FORFEITURES OR UNCLAIMED MONEY AND 


PROPERTY UNQUOTE. 


-++ CERTIFICATION OF CASHIER FOR RESPONSIBILITY OF FUNDS: I, 
ANNA DEMARA, AUTHORIZED TO ACT AS CLASS B CASHIER, DO HEREBY 
ACKNOWLEDGE THAT I HAVE READ THE ABOVE CITATION FROM THE UNITED 
STATES CODE AND THAT I WILL BECOME FAMILIAR WITH MY 
RESPONSIBILITIES FOR THE PROPER CUSTODY AND SAFEKEEPING OF THE 
IMPREST FUND ADVANCE IN ACCORDANCE WITH THE PROVISIONS OF 4 FAM 
390 AND DISBURSING OFFICER MANUALS. 


-++ THIS TELEGRAM SIGNED BY THE POST PRINCIPAL CERTIFYING 
OFFICER AND CASHIER IS OFFICIAL LETTER OF DESIGNATION AND SHOULD 
BE RETAINED IN THE CASHIER’S PERSONNEL FILE. 








CASHIER SIGNATURE PRINCIPAL CERTIFYING OFFICER 
SIGNATURE 
BAKER 
UNCLASSIFIED STATE 147504 
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To prepare a request for designation, you 
need to know: 


@ Who is the designating authority; 


e What information must be included in 
the request. 


Figure 1-2 shows the designating authority 
for each type of overseas cashier. Figure 
1-3 provides a checklist of information 
that must be included in the request for 
designation. 


The request for designation may be in the 
form of a letter or a telegran. 


If the request is for designation of a 
cashier with an advance of sore than 
$5,000, your FMO should: 


e Contact the USDO for approval; 


@ Send a telegram requesting 
designation from M/COMP/FO. 


If the request is for designation of a 
cashier with an advance of $5,000 or less: 


@ Send a letter or a telegram to the 
USDO requesting the designation. 


When the telegram arrives, review it with 
the FMO to ensure that the information is 
correct. After reviewing it, you should: 


°. Sign the telegram in the space 
provided; 


@ Send a copy of the signed telegram 
to the servicing USDO; 


@ Set up a file for documents related 
to your designation and file the 
designation letter in it. 


Your advance, in the form of checks, may 
arrive with the letter. If it does not, 
contact the USDO. 
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Figure 1-2. Overseas Cashier Designation Authority 














TYPE OF CASHIER SIZE OF ADVANCE DESIGNATION 
AUTHORITY 
$5,000 or less Fiscal Servicing 
Post USDO 
Class B Cashier 
Over $5,000 M/COMP /FO 
$5,000 or less Fiscal Servicing 
Post USDO 
Alternate Cashier 
Over $5,000 M/COMP/FO 
$10,000 or less Fiscal Servicing 
Post FMO 
Subcashier 
Over $10,000 M/COMP/FO 
$5,000 or less Fiscal Servicing 
Post USDO 
Class A Cashier 
Over $5,000 M/COMP/FO 





NOTE: If the designation is for a cashier for another agency, 
the request goes to that agency rather than to M/COMP/FO. If the 
cashier’s funds will be provided by a State Department USDO, that 
USDO must be included in the routing of the request. 


& June 1989 


57 





dies bs Gites Oth t ‘oti 





Figure 1-3. Checklist of Required Information 
(Request for Cashier Designation) 


1. Name of proposed cashier. 
2. Location of cashier operation. 
3. Specific designation required (Class B, alternate, 


subcashier, or class A). 


4. Name of associated class B (if request is for a 
subcashier or alternate) or alternate cashier 
(if request is for class B cashier). 


5. Amount of operating cash advance. (If this is a new 
cashier position or if you are requesting a change 
from the amount for the previous cashier, you must 
justify the need for an advance of that particular 


amount. ) 
— " Date the designation should become effective. 
_ 7, Name of outgoing cashier (if this is a replacement). 
8. Specific cashier responsibilities. 


Note: Although not required by 4 FAM, local policy may require 
that the request include the following additional information: 


e The proposed cashier has successfully completed a 
cashier training course; and 


e A background investigation of the proposed cashier 
has been made. 
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What is your role 
in the selection 
and designation 
of alternate and 
subcashiers? 


What are the 
qualifications 
for alternate and 
subcashiers? 
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3.3 How Do You Designate Subcashiers and 
Alternates? 


Your role in the selection and designation 
process is to provide advice on the 
selection process and assist with the 
paperwork if needed. 


The qualifications for alternate and 
subcashiers are almost the same as those 
for class B cashiers. 


All cashiers must meet the following 
requirements: 


@ Have the ability to perform fiscal 
(money related) services; 


@ Have the ability to work with little 
supervision; 


@ Have the integrity to assume 
responsibility for U.S. Government 
funds. 


These requirements apply to all types of 
cashiers. There is an additional 
requirement for a State Department class B 
cashier: 


® Be a State Department employee. 
(This excludes direct hire contract 
employees, unless special 
authorization has been received. ) 


There are situations in which other types 
of cashiers (class A, subcashier, 
alternate) may be employees of other U.S. 
Government agencies located at the post. 


Generally, the head of a section requesting 
a subcashier selects the individual to be 
nominated as the subcashier. 


The steps in requesting designation of 
alternate class B cashiers are the same as 
those described above. The steps in 
requesting designation of subcashiers are 
slightly different. Use the format of the 
letter in Figure 1-4 to request designation 
of a subcashier. 
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Figure 1-4. Subcashier Designation Letter 





United States Department of State 
UNCLASSIFIED 


St. Kent, Anthuria 
January 22, 1993 


REQUEST FOR DESIGNATION 


Mr. Edward Wright 

Budget and Fiscal Officer 
American Embassy 
Kingston, Anthuria 


Dear Mr. Wright: 


It is requested that Miss Kathleen Kelly be designated as 
subcashier to Miss Fran Foreman, Class B Cashier in St. Kent 
effective February 1, 1993 with an operating cash advance in the 
local currency equivalent of $3,000. It is also requested that 
Miss Kelly be authorized to perform the same cashier functions as 
Miss Foreman, except Miss Kelly cannot issue advances to other 


cashiers. 
Vien 


Administrative Officer 
x enerentkrkrkrerkreankek 


LETTER OF DESIGNATION 


Miss Kathleen Kelly 
American Consulate General 
St. Kent, Anthuria 


Dear Miss Kelly: 


You are authorized to receive an operating cash advance as 
indicated above to make petty cash payments in accordance with 4 
FAM 391.1 not to exceed $500 each. 


Sincerel 
Hed (s fe fe 
Budget and Fiscal Officer 
Kingston, Anthuria 

xe eereetkeekrek*k*ee ® 


CASHIER ACKNOWLEDGEMENT 





I have received the equivalent of $3,000 as my operating cash 


advance from Fran Foreman, Class B Cashier, on February 1, 1993 
3 Subcashier ‘s —— 
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The actual designation for the subcashier 
is added in the form of an endorsement to 
the original letter. 


Finally, the subcashier adds a second 
endorsement to the letter when he or she 
receives the operating cash advance from 
the class B cashier. 


The subcashiers and alternate cashiers 
receive their operating advances from you. 
Just as you are accountable to the USDO for 
your advance, alternate and subcashiers are 
accountable to you for their advances. 


4 FAM 393.5-3 discusses advancing funds to 
subcashiers. Document the advance with an 
SF-1165 (Receipt for Cash Subvoucher). 


The subcashier collects receipts for each 
payment made. When it is necessary to 
replenish the advance, the subcashier 
“sells” these receipts to the class B 
cashier. In this way, the cash used to 
make payments is replaced when the receipts 
for those payments are turned in to the 
Class B cashier. 


Subcashiers who receive collections (such 
as consular subcashiers) usually turn in 
their collections each day. They keep 
their change-making advance. 


4 FAM 398 discusses advancing funds to 


alternate cashiers. Section 3.2 of the 
Serviced Post Cashier Procedures in the 


Serviced Post User Manual (SPUM) describes 


the actions required when transferring 
funds to your alternate for: 


° Less than one day; 


° More than one day but less than 20 
work days; 


e More than 20 work days; 


. Indefinite or permanent change of 
cashier; or 


© Death or disability of the class B 
cashier. 
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Read the instructions in 4 FAM and the 
SPUM. Then return to the lesson. 


As you learned in your reading, the class B 
cashier: 


e Advances funds to the alternate for 
short absences; 


® Transfers accountability to the 
alternate for long absences. 


1.4 How Do You Set up Cashier 
Operations? 


Setting up cashier operations involves: 
@ Safeguarding funds; 
@ Establishing office procedures. 


Safeguarding funds. 


Safeguarding the funds entrusted to you is 
important to the State Department and to 
you. You are personally liable for those 
funds. 4 FAM 317, Safeguarding Official 
Funds, describes security requirements. 


There are security requirements for: 
@ The cashier’s office; 
@ The storage container; 
@ The lock combination. 


The purpose of these requirements is to 
limit access to the cash. Work with the 
FMO and the post or regional security 
officer to make certain that the cashier 
area meets the security requirements. At 
small posts the administrative officer is 
responsible for physical security. 


Use the checklist in Figure 1-5 to evaluate 
the security of your cashier area. The 
checklist is based on guidance in 4 FAM and 
in Section 15 of the SPUM - The Cashier 
Office. 
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Figure 1-5. Security Requirements Checklist 


Office Space 


1. Enclosed area equipped with: 
a. Security approved key lock; 
b. Reinforced door; 


c. Burglar alarm with manual and automatic 
activation devices; 





2. Cashier window: 
a. Equipped with bars or bulletproof glass; 


b. Positioned so clients cannot see the safe or 
areas where money is being handled or stored; 


c. Equipped with counter space for cashier and 


customer. 
3. Access during working hours limited to cashier. 
4. Access after working hours limited to Marine guards 


or such persons designated to perform checks of 
safes and offices. 


Storage Container 


1. Class B cashier assigned an office safe with a 
manipulation resistant combination lock. 
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Figure 1-5. Security Requirements Checklist (continued) 


2. 
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Each subcashier assigned as appropriate: 


b. 





Office safe of same type as assigned to class 
B cashier; or 


Within an office safe, a lock compartment 
equipped with a manipulation resistant 
combination lock; or 


A cash box equipped with a manipulation 
resistant combination lock or combination 
padlock. Space is provided in an office safe 
for storage of the cash box when not in use. 


If access to secure area is limited: 


Funds of up to $500 may be stored in a file 
which is secured with a metal bar and a 
combination lock; 


Funds of more than $500 should be stored in a 
relatively nonmovable safe which has a three- 
position dial combination. 


DO NOT USE A FILE CABINET WITH A KEY LOCK! 


Leck Combination 


Lock combination personally changed by cashier: 


Upon beginning of the appointment; 


Whenever safe has been opened in emergency by 
another person; 


Whenever the cashier deems it necessary to 
safeguard the funds; and 


At least every 12 months. 


Combination is known ONLY to the cashier. 
(The exception is when the cashier and the alternate 
have separate, lockable cash boxes in the safe.) 
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What about 
transporting cash 
to or from the 
bank? 


What office 
procedures need 
to be 

estab] ished? 
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The security procedures needed for 
transporting cash to or from the bank 
depend on: 


se Your location; 
e The local situation. 


e The security officer’s evaluation of 
the risks and alternatives. 


If you see problems in the procedures for 
transporting funds, you should discuss 
these problems with the FMO and the 
security officer. 


Establishing Office Procedures. 
You need established office procedures for: 
. Hours of operation; 


@ Transaction limitations. 


Hours of Operation. Work with the FMO in 


setting up your hours of operation. The 
hours you choose should allow: 


e Adequate customer services; 


@ Time to maintain the required 
accountability records. 


4 FAM 310.2 requires the establishment of 
regular cashier hours within the official 
workday. Local customs and customer 
service needs should be considered in 
establishing hours. 


The cashier’s operating hours sust be less 
than the regular 8 hour workday in order to 
allow time for maintaining records, 
verifying cash on hand, and preparing 
fiscal reports. 


Only in emergencies should transactions be 
conducted outside these established hours. 
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ini Transaction 
limitations include: 


@ Limits on the size of payments; 


@ Limits on accommodation exchange and 
reverse accommodation exchange; and 


e Limits on the location of cashier 
services. 


4 FAM 399.3 points out that cashiers should 
not be expected to provide full banking 
services. Policies regarding cashier 
services should consider cashier 
availability and cashier resources. 


Limits on the size of payments are 
discussed in Lesson 2. You need to ensure 
that the limits are known to your 
customers. 


Limits on accommodation exchange and 
reverse accommodation exchange are 
discussed in Lesson 4. Accommodation 
exchange can place a tremendous burden on a 
cashier in terms of time and currency. 
There are some procedural limitations which 
a post can place on the transactions, such 
as a dollar limit for a single transaction. 


Limits on Location. Section 394.2-1 of 4 
FAM states that cashiers may make payments 
only through the cashier window. The one 
exception is for accommodation exchange in 
support of a Congressional delegation 
(CODEL) or White House visit. 


This was discussed briefly in the Overview. 
In those special situations, the cashier 
may be authorized to provide accommodation 
exchange at a hotel or other site. 


If you do this, set up the area to provide 
for security of the funds. This may 


require arranging for security guards at 
the hotel. 
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policies? 
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There are two ways you can spread the word 
about post cashier policies. These are: 


@ The post’s distribution systen; 
e A bulletin board. 


You should use both. Work with the FMO to 

write down cashier policies in the form of 

memos or letters of instruction. 

Distribute them through normal distribution 
channels. 


Also place a bulletin board outside the 
cashier office in a location easily seen by 
customers. Section 15 of the Serviced Post 
Cashier Procedures recommends that the 
following information be posted on the 
bulletin board: 


@ Hours of operation; 
@ Daily exchange rate; 


@ Regulations and procedures (such as 
a notice that a valid power of 
attorney must be on file before a 
dependent can cash a check); 


e@ A notice advising customers to count 
their cash before leaving the window 
and to wait for a receipt if making 


a payment; 


@ A notice stating who has access to 
the cashier work area. 


e@ A sample OF-158 with the notice that 
the OF-158 is the only valid receipt 
for funds collected. 


Once you have established the physical 
security and office procedures for your 
cashier operation, you are ready to begin 
performing your dutie 


Use the Lesson Exercise that follows to 
check your understanding of the lesson. 
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LESSON 1 - BEGINNING YOUR WORK AS A CASHIER 
LESSON EXERCISE 


Directions 


Answer each of the questions. Write your answers in the space 
provided after each question. After you have completed all of 
the questions, check your answers with the Answer Key that 
follows the exercise. 


Questions 


You have been selected to be the class B cashier at the American 
Embassy in Rosslyn, Z. The Financial Management Officer (FMO) 
has asked you to prepare a draft of the paperwork requesting your 
designation. 


Question 1: What information must be included in the request for 
designation? 























Your operating advance as the class B cashier will be 
$15,000.00. 


Question 2: Who is the designation authority? 





The consular office has requested the designation of an 
additional subcashier to handle consular receipts. It has been 
decided that this subcashier will need an advance of $200 for 


making change. 


June 1989 21 








Traini € ; ~ashi 'PA-292) 





Question 3: Who is the designating authority for this 
subcashier? 





,aaees f 


You are going to be absent from the post for one week. Your 
alternate cashier will be filling in for you. 


Question 4: Which action should you take? 
a. Advance operating funds to your alternate. 
b. Transfer accountability to your alternate. 


zx enreet 


Several customers have requested that the cashier be open for 
business at least 8 hours a day. 


Question 5: Why do you need business hours of less than 8 hours 
a day? 

















ex nernreent 


Question 6: Which persons listed below should know the 
combination to the cashier’s safe? 


a. The regional security officer. 
b. The FMO. 
c. The cashier’s alternate. 


dad. No one except the cashier. 


e*enrneenee 
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You have beer. selected to be the class B cashier at the American 
Embassy in Rosslyn, Z. The Financial Management Officer (FMO) 
has asked you to prepare a draft of the paperwork requesting your 
designation. 


Question 1: What information must be included in the request for 
designation? 


g. Name of outgoing cashier. 
Reference: 4 FAM 392.2-2 
Discussion: How you word the request and whether you send it as 
a letter or a telegram depends on local policy. The important 
thing is to include all of the required information. 
If this were a new position or if you wanted to change the amount 


of the advance held by the previous cashier, you would have to 
include a justification for the amount of the advance requested. 


zs enerek ®t 
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Your operating advance as the class B cashier will be 
$15,000.00. 





Question 2: Who is the designation authority? 


M/COMP /FO 





Reference: 4 FAM 392.2-2 


Discussion: The designation authority for an overseas cashier 
with an advance in excess of $5,000 is M/COMP/FO. For a cashier 
with an advance of $5,000 or less, the designation authority is 
the servicing U.S. disbursing officer. 


on a 


The consular office has requested the designation of an 
additional subcashier to handle consular receipts. It has been 
decided that this subcashier will need an advance of $200 for 
making change. 


Question 3: Who is the designating authority for this 
subcashier? 


Financial Management Officer (FMO) of your Fiscal 
Servicing Post 


Reference: 4 FAM 393.3-2. 


Discussion: Requests for designation of overseas subcashiers 
require the approval of M/COMP/FO only when the requested advance 
is in excess of $10,000. 


zs enrene ®t 


You are going to be absent from the post for one week. Your 
alternate cashier will be filling in for you. 


Question 4: Which action should you take? 


a. Advance operating funds to your alternate. 


Reference: Section 3.2, Serviced Post Cashier Procedures, 


Serviced Post User Manual. 


Discussion: When the class B cashier is going to be absent for 
less than 20 work days, the alternate receives a cash advance 
from the class B cashier. The classe B cashier retains 
accountability. When the absence is expected to last 20 days or 
more, the class B cashier actually transfers accountability to 
the alternate. 


zs nernree et 
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Several customers have requested that the cashier be open for 
business at least 8 hours a day. 


Question 5: Why do you need business hours of less than 8 hours 
a day? 


r; 7 ‘lable 1 ‘le t) } 
and to post accountability records. 


Reference: 4 FAM 310.2. 


Discussion: 4 FAM states that regular hours must be set, but 
leaves the decision to individual posts. It emphasizes the 
importance of closing the cashier window in time to allow the 
cashier to reconcile the accountability records with the day’s 
transactions. 


> 2 es 


Question 6: Which persons listed below should know the 
combination to the cashier’s safe? 


ad. No one except the cashier. 


Reference: Section 15.0, Serviced Post Cashier Procedures, 
Serviced Post User Manual. 
Discussion: Only the cashier should know the combination. The 


cashier writes down the combination and seals it in an envelope 
which is kept secured. 


June 1989 25 


74 





Training for Overseas Cashiers (PA-293) _ 





This page intentionally left blank. 


26 


75 





June 1989 





_Part B: Cashier Task Descriptions 


LESSON 2 - MAKING PAYMENTS 





Lesson 2 describes the actions and the 
records involved in making cash payments. 


Lesson Objectives 


After completing this lesson, you should be 
able to: 


@ Identify requirements and 
limitations on cash payments; 


@ Prepare cash reimbursement vouchers; 


@® Prepare receipt for cash 
subvouchers; 


@ Make and record emergency cash 
payments; 


@ Prepare replenishment requests. 


2.1 Scenario 


You are the class B cashier at the American 
Embassy at Rosslyn, Z. A customer has just 
given you a payment voucher for $500. 


Should you pay it? 
How do you record the payment? 


How can you replenish your operating 
advance? 


The paragraphs that follow answer these 
questions. 


2.2 What Types of Payments Can You Make? 


Payments are discussed in 4 FAM 394 and in 
Section 4 (Vouchers Paid by Cashier) of the 
Serviced Post Cashier Procedures of the 
SPUM. Read those sections and then return 
to the lesson. 
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What are the 
limits on such 


payments? 
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As you learned in your reading, the cashier 
makes cash payments: 


* To vendors for small purchases of 
goods and services; 


@® To employees as advances for making 
authorized expenditures; 


@ To employees as reimbursements for 
authorized expenditures; 


@ To other individuals if approved by 
the State Department’s cash 
management officer or by 4 FAM. 


2.3 What Are The Limitations? 


The following payment limitations are 
listed in 4 FAM 394.2-1: 


e Single payment limit of $500; 


@ Maximum cash transaction limit of 
$3,000 under emergency conditions. 


Within these limits, individual posts can 
set their own limits. For example, the GSO 
subcashier may need a single payment 
maximum of only $300. 


Payments larger than the limits in 4 FAM 
can be made ONLY under emergency 
conditions. An emergency payment must be 
approved by the principal officer at the 
post. The principal officer can delegate 
this authority in writing to another 
person. This individual cannot be: 


o The FMO; 


@ The authorized certifying officer 
for the post; 


@ The cashier. 
Utility companies in some countries demand 
payment of utility biljds faster than the 
servicing USDO can process a check payment. 


In such cases, the principal officer may 
approve cash payments of utility bills. 
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What are ORE 
expenses? 


When would you 
handle payroll 


payments? 


What records 
must you keep? 


June 1989 


The principal officer may also approve the 
reimbursement of Official Residence 

mses (ORE) from the cashier’s advance. 
Official Residence Expenses are the 
allowable expenses for the operation and 
maintenance of the ambassador’s official 
residence. 


One other type of emergency payment which 
you may sometime have to make is an 


emergency payroll. 


As the cashier, you would probably make 
payroll payments only if the payroll checks 
did not arrive on time. In that situation, 
the USDO would inform you, by telegram: 


e Whom to pay; 


@ What amount to pay. 


2.4 What Records Must You Keep? 


Records of payments are called vouchers. 
There are many different types of vouchers, 
but they all contain certain facts. A 
voucher tells: 


@ Who was paid; 
@ When the payment was made; 
@ How much was paid; and 


@ Why or for what purpose the payment 
was made. 


In addition to information about the 
payment, vouchers also have spaces for 
certification and signatures. 


Certification is the process of checking 
the voucher to ensure that the payment is 
proper and that the voucher is correctly 
completed. Every post has an authorized 
certifying officer. 
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Some vouchers are certified before payment 
is made. These include: 


@ OF-206 (Purchase Order and Receiving 
Report and Voucher); 


. OF-189 (Travel Reimbursement); and 


e OF-261 (Travel Advance). 


Others, such as the SF-1129 (Reimbursement 
Voucher) and the SF-1165 are certified 
after payment. 


Certified vouchers. When you make a 
payment for a certified voucher, the 


customer signs the voucher to show that 
payment was received. 


Emergency payroll] payments. If the payroll 
checks do not arrive in time for payday, 
the USDO will telegraph payment 
instructions to you. When you make the 
emergency payroll payments, the telegram 
from the USDO becomes your record of 
payment. The payees sign the telegram to 
show that they have received their 
payments. After the payroll payments have 
been made, file the telegram in the 
"Emergency Payroll--Awaiting Checks" file. 


Section 17.2 of the Serviced Post Cashier 
Procedures describes procedures for 
emergency payrolls. 


The actions which you take after making the 
payments depend on whether or not the 
payroll checks eventually arrive. 

If the checks arrive within 30 days: 


e Write “payroll checks received" and 
the date of receipt on the telegran. 
Keep it in your files. 


@ Return the checks to the USDO using 


an FMC-263A (Other Accounting 
Transactions Control Slip). 
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If the checks do not arrive within 30 days: 


e Make a copy of the telegram in your 
files; 


e On the copy, write "Payroll checks 
never received" and the current 
date; 


° Send the copy to the USDO; 


@ Write "USDO notified of non-receipt" 
and the date of notification on the 
original telegram; 


° Keep the original telegram in your 
files. 


Petty cash payments. When you make petty 


cash payments to customers, record the 
payment by: 


@ Marking "PAID" and signing a 
properly completed vendor receipt; 
or 


° Completing an SF-1165 (Receipt for 
Cash Subvoucher). 


The SF-1165 is used when a vendor receipt 
is: 


. Not available; or 


. Not adequate (for example: a cash 
register tape). 


For example, if the supervisor of the motor 
pool needs to make a local purchase of 
small expendable supplies, he or she comes 
to you for a cash advance. You record the 
payment with the SF-1165. After making the 
purchase, the supervisor brings you the 
receipt for the purchase. 


You can also use the SF-1165 to reimburse 
an employee for a legitimate petty cash 
expense. For example, the motor pool 
supervisor might have paid for the supplies 
out of personal funds, and then presented 
the receipts in order to be reimbursed. 
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Section 4.3 of the Serviced Post Cashier 
Procedures explains how to use the SF-1165. 
Figure 2-1 shows a completed SF-1165, 
highlighted to show you which items to 


complete depending on the purpose of the 
receipt. 


2.5 How Do You Replenish Your Funds? 


As you make cash payments, your advance 
will weed to be replenished. Section 3.3 
(Maintaining the Cashier Advance) tells, 
step-by-step, how to request replenishment 
of your advance from the USDO. 


The form used to request replenishment is 
FMC-355 (Request for Replenishment Checks). 
Read Section 3.3 of the Serviced Post 
Cashier Procedures in the SPUM. It 
describes how to put together the 
supporting documents which you need to 
justify your request for replenishment 
checks. 


Figure 2-2 shows a completed FMC-355. 


The supporting documents for the FMC-355 
include: 


e Subvouchers for payments that you 
have made; 


@ SF-1129 (Reimbursement Voucher) 
listing the subvouchers and their 
total; 


@ Control slips (FMS-258A for U.S. 
dollar payments and FMS-259A for 
local currency payments). 


4 FAM 394.2-5c requires that you number the 
supporting subvouchers for each SF-1129. 
For example, if you have an SF-1129 with 14 
supporting subvouchers, the subvouchers 
will be numbered."1" through "14". You 
also need to prepare a list of the 
subvouchers or receipts. 
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Figure 2-1. SF-1165 (Receipt for Cash Subvoucher) 
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Complete items 1, 2, and 5 when using the SF-1165 as an interim 
receipt for cash. 


Complete items 3 - 8 when using the SF-1165 in place of an 
invoice. 
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Figure 2-2. FMC-355 (Request for Replenishment Checks) 











































































































REQUEST FOR CASHIER'S CHECES 
FNC-355 (Rev. APR 62) 
Local Currency U.S. Dollars 
Ga ~( RECORD Sone} Ga 
4 a 
Number of Checks: —5 Number of Checks: | [2 
No. Local Currency Checks No. U.S. Dollar Checks 
3 rane a3: 
02. 02 l 0\0 
03 22 
04 24 
95. 25 
06 26 
Q7 27 
os 28 
02 22 
42 +2 
Tota total | | | 33)2/3)3/0|0 
















































































Cashier’s Signature: 
Post Approval (2):. 














U.S.0.0 Approval: Date: 


mpage pate Bo cag Sep 17 8 


lete only if this request is submitted + as 
accompanying vouchers or if the amount requested differs 
from the total amount of accompanying vouchers. 
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What information The list (an original and two copies) must 
should you include the following information for each 
include on the subvoucher: 

list? 


e Subvoucher number; 
se Vendor’s name; 


@ Goods purchased or services 
received; and 


@ Amount paid. 


Attach a copy of the list to each copy of 
the SF-1129. 


How do you handle Use a separate SF-1129 to submit certified 
certified vouchers. Like the uncertified vouchers, 
vouchers? the certified vouchers must be numbered. 


Then type the following statement in the 
certification block on the SF-1129: 


Certified voucher 1 - (last number) 
attached. 


Attach the original of each certified 
voucher to the duplicate SF-1129. 


Attach a copy of each voucher to the 
original SF-1129 and to each remaining copy 
of the SF-1129. 


The SF-1129s and their attachments must be 
forwarded to the FMC at least once a week. 
Depending on the amount of business which 
you do, you may need to forward them more 
often. 


Figure 2-3 shows a completed SF-1129 
reporting petty cash payments. The example 
shows payments in U.S. dollars. You need 
to prepare a separate SF-1129 for each 
currency used. 
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Figure 2-3. SF-1129 (Reimbursement Voucher) 
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Training for Overseas Cashiers (PA-293) 


What are control Control slips are cover sheets for 

slips? transmittals to the FMC. When you send 
documents to the FMC you batch them with a 
control slip. 





What is a batch? A batch is: 


e A group of related documents with a 
control slip attached or 


e A single document with control slip 
data included in it. 


All documents sent to the FMC ust have a 
control slip except the FMC-355 and the 
OF-234. (You will learn about the OF-234 
in Lesson 4.) Figure 2-4 shows the control 
slips used to transmit payment vouchers. 


There are control slips for almost every 
purpose. Procedures for using them are 
described in Section 2.7 of the Serviced 


Post User Manual. 


When you transmit documents, you will need 
to assign a transmittal number to each 


batch. Section 2.6.1 of the Serviced Post 
User Manual tells how to select the 
transmittal numbers that you use. 


To keep track of your transmittals, you 
maintain a Cashier Batch Control Log. 
Figure 2-5 shows a sample Cashier Batch 
Control Log. 


Figure 2-6 provides a checklist for 
preparing replenishment requests. 
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Figure 2-4. Control Slips 
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Part B: Cashier Task Descriptions 
Figure 2-5. Cashier Batch Control Log 
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Part B: Cashier Task Descriptions 


Figure 2-6. Checklist for Requesting Replenishment 





Preparing the SF-1129 
ee Pe Prepare a separate SF-1129 for each serviced agency 
and each currency. 
pe * Number subvouchers, beginning with the number "1". 
we Use adding machine to total subvouchers. 
Check that: 


Tape has cleared sign "*" at top. 


Entries on tape match amounts on subvouchers. 


3. Attach tape and subvouchers to SF-1129. 
4. Prepare list of attached subvouchers. 
5. Use appropriate control slips to batch vouchers. 


FMS-258 A for U.S. dollars. 


FMS-259 A for each local currency. 


Preparing the FMC-355 
1. Complete identifying information: 
____—s-— Post code ("Submit Post" block) 
Transmittal number ("T/L No." block) 
Cashier code 


Date. 


2. List number and amount of local currency and U.S. 
dollar checks which you are requesting. 


3. Have the FMO or the administrative officer sign the 
"post approval" line if the request is for an emount 
different from the total of the attached 
subvouchers. 
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How do you 
request an 


emergency 
replenishment? 
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There may be times when you need to request 
an emergency replenishment. For example, 
if a large emergency payment neede“ to be 
made, you might be left without encugh cash 
for normal business. The emergency 
replenishment procedure should be used only 
for actual cash emergencies. It should not 
be used as a substitute for the normal 
replenishment procedure. 


Section 17.1 of the Serviced Post Cashier 
Procedures describes how to make an 
emergency replenishment request by 
telegram. If the USDO approves the 
request, you will receive the funds: 

e By bank transfer or 

@ By check sent by dip: atic pouch. 
Figure 2-7 shows the format for the 
telegram requesting the emergency 
replenishment. 
This lesson has discussed: 


@® The types of payments you may make 
as an overseas cashier; 


@® The limitations on those payments; 


° The records which document those 
payments; 


@ The methods of replenishing your 
advance. 


Test your understanding of the lesson by 
doing the lesson exercise that follows. 
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Figure 2-7. Format for Emergency Replenishment Request 
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T.L. Mumber 1/Document Number/cashier code/tcotal mmber of checks 
requested/arreny code 

This request approved by (Name of Administrative Officer) 

Name of cashier 
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Part B: Cashier Task Descriptions 
LESSON 2 - MAKING PAYMENTS 





Directions 
Answer each of the questions. Write your answers in the space 
provided after each question. After you have completed all of 


the questions, check your answers with the Answer Key that 
follows the exercise. 


Questions 
You are the class B cashier at the American Embassy at Rosslyn, 
Z. Your designation authorizes you to perform all cashier 
duties. Your post has set no limits on payments other than the 
limits in 4 FAM. 


Question 1: Which of the payments below are you authorized to 
make? 


a. Petty cash payment of $250.00. 
b. Travel advance of $2,000. 
c. Travel reimbursement of $85.00. 


ad. Voucher for $2,750, signed by the principal 
officer as "Approved for emergency payment." 
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Match the document on the left with the description on the right. 


2. SF-1129 a. Document used to request 
replenishment checks from the USDO. 

3. FMC-355 b. Document used to summarize payments 
made on subvouchers. 


4. SF-1165 c. Document used to record petty cash 
paynents. 


* *+ * * @ 


Complete the following sentence: 


5. Transmittals to the FMC are recorded in a 
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Part B: Cashier Task Descriptions 
ANSWER KEY 





You are the class B cashier at the American Embassy at Rosslyn, 
Z. Your designation authorizes you to perform all cashier 
duties. Your post has set no limits on payments other than the 
limits in 4 FAM. 


Question 1: Which of the payments below are you authorized to 
make? 


Reference: 4 FAM 394.2-1 


Discussion: The single payment limit is $500 U.S. dollars or the 
local currency equivaleit. Emergency payments of up to $3,000 
may be made if the voucher has been approved for emergency 
payment by the principal officer. The principal officer can 
delegate this approval authority, but not to: 


e The FMO; 
e The authorized certifying officer; 
e The cashier. 


x ere ®t 
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Match the document on the left with the description on the right. 


2. SF-1129 b. Document used to summarize payments 
made on subvouchers. 

3. FMC-355 a. Document used to request 
replenishment checks from the USDO. 

4. SF-1165 c. Document used to record petty cash 
payments. 


Reference: Section 4 of the Serviced Post Cashier Procedures in 
the SPUM. 


Discussion: The SF-1129 is used as a summary document. A 
separate SF-1129 lists and totals the accompanying subvouchers 
for payments made in each currency used by the cashier. The FMC- 
355 is the actual request for checks to replenish the funds paid 
out. 


zx renee et 


Complete the following sentence: 


5. Transmittals to the FMC are recorded in the Cashier Batch 
Control Log. 


Reference: Section 2 of the Serviced Post User Manual. 
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Part B: Cashier Task [ bot 
LESSON 3 - RECEIVING COLLECTIONS 





Lesson 3 describes the actions and the 
records involved in receiving co:ilections. 


Lesson Objectives 


After completing this lesson, you should be 
able to: 


@ Identify the types of official 
collections; 


°® Prepare OF-158; 


@e Identify requirements for depositing 
collections; 


@ Complete SF-215; 


@ Request repayment of uncollectible 
checks. 


3.1 Scenario 


You are the class B cashier at the American 
Embassy in Rosslyn, Z. You have collected 
$15,000 U.S. dollars and Z 100,000 today. 
You also paid out $7,000 U.S. dollars and 

Z 125,000. What should you do with your 
collections? 





This lesson will help you answer that 
question. 


3.2 What Types of Collections Can You 
Receive? 





The currency and checks received by the 
cashier are called collections. This 
course discusses the two primary types of 
collections handled by overseas cashiers. 


These are: 
@ Ofticial collections (general) and 


@ Suspense Deposits Abroad (SDA). 
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What are some 
examples of SDA? 
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, which are 
discussed in 4 FAM 396, include the 
following: 


+ Refunds; 
e Reimbursements; 
. General fund receipts. 


Refunds are amounts credited to the 
appropriation and allotment charged for the 
original payment. They include medical 
insurance and travel advance repayments. 


Reimbursements are amounts collected for 
goods and services. They include payments 
for loss or destruction of Government 
property and rent for Government-owned 
buildings. 


General fund receipts are amounts received 
from miscellaneous sources for deposit to a 
general fund. They include consular fees 
and proceeds of sales of surplus Government 


property. 


Refunds and reimbursements are credited to 
appropriation accounts. 


are official 
collections which are received at foreign 
service posts for: 


e Payments on behalf of the 
depositors; 


e Payments to be made as directed by 
the depositors. 


They are discussed in 4 FAM 325, 396.3-l1b, 
and 396.3-4. The SPUM provides procedural 
guidance in Sections 6 and 9 of the 
Serviced Post Cashier Procedures. 


Examples of suspense deposits abroad 
include deposits to cover fees for consular 
services performed at another location or 
at a latur date and deposits of funds for 
wages for American merchant seamen. 
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Some cashiers may also accept certain 
unofficial collections. These personal 
collections include deposits made by 
departing personnel to cover telephone and 
utility bills. 


Cashiers are prohibited from accepting 
unofficial collections unless authorized to 
do so by the Chief of Mission. When the 
cashier is authorized to accept such 
collections, the collections are treated as 
official collections. 


$35 What Are The Limitations? 


There are no limitations on the amount of 
funds you can collect. There are 
limitations on the amount which you can 
keep on hand. This is discussed in more 
detail in Section 3.5 of this lesson. 


You can accept funds ONLY for official 
purposes. You cannot accept funds and hold 
them for individuals except as discussed 
above. 


There are also limitations on collections 
in terms of the exchange rate. Most 
collections are made at the prevailing (or 
current day’s) exchange rate. Refunds are 
the exception. The exchange rate for 
refunds is the rate which was in effect at 
the time of the original payment. 


For example, if an embassy employee 
received a travel advance on May 7 and paid 
back the unused portion on May 23, the 
repayment would be made at the exchange 
rate in effect on May 7. 


3.4 What Records Must You Keep 


This section of the lesson discusses the 
records you need to keep to document your 
collections. 


OF-158 (General Receipt) 


The OF-158 (General Receipt) is used to 
record most collections. The OF-158 is an 
accountable form. The FMO or your 
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What happens to 
voided OF-158s? 


Are there 
instructions for 
completing the 
form? 
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supervisor will issue a certain number of 
forms to you at one time. You must be able 
to account for each of the OF-158s issued 
to you, even the ones which are voided 
because of an error. 


Voided OF-158s are recorded on the daily 
accountability record and kept in a "void" 
file. 


Section 6.2. of the Serviced Post Cashier 
Procedures describes how to use the OF-158. 
Read the instructions, then return to this 
lesson. 


Figure 3-1 shows a completed OF-158 and 
lists who gets each copy of the forn. 
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Figure 3-1. OF-158 
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Where do the copies go? 

Original 

(copy 1) - Customer 

Copy 2 - Accounts Receivable or Accountable 
Consular Officer 

Copy 3 - Kept in "Collection Document On Hand" 
file until submitted to FMC. (A 
photocopy of copy 3 is retained at 
post.) 

Copy 4 - Kept in "Collections in Transit" file 
until collection has been processed by 
the FMC. Then it is attached to the 
Cashier Collection Report. 

Copy 5 - To the accounting section that maintains 


the account to be credited. 
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What are the 


procedures at ECR 
posts? 


How does the 
cashier handle 
refunds? 
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Consular fee collections. 


Consular fee collections are the fees 
charged by the consular section for items 
such as visas and notary services. 


The documentation requirements and the 
responsibilities of the consular office 
subcashiers depend upon whether your 
post uses a manual cash register or an 
electronic cash register (ECR) in the 
consular office. 


In both situations, the consular subcashier 
or subcashiers turn in the collections and 
associated documentation to the class B 
cashier at the end of each business day. 


(4 FAM 322.2-3) 


The following paragraphs describe the 
procedures for: 


@ Documenting transactions; 
. Reconciling daily collections; and 


e Verifying collections at the end of 
the month. 


ECR Posts. 


The electronic cash register produces two 
receipts for each transaction: 


0 A roll station copy and 
o A slip station copy. 


The cashier gives both copies to the 
customer. The customer, in turn, gives 
both copies to the servicing consular 
officer. 


The consular officer initials both copies, 
then returns the roll station copy to the 
customer and keeps the slip station copy. 


If a refund is needed, the consular officer 
writes the refund information on both 
copies of the receipt. The customer takes 
both copies of the receipt back to the 
cashier for the refund. 
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The cashier completes the new transaction, 
then: 


e Gives the customer a copy of the 
new roll station receipt (which 
shows that a refund has been 
given); 


e Keeps both copies of the original 
receipt and attaches them to the 
new slip station receipt. 


At the end of the day, the cashier turns 
them over to the Accountable Consular 
Officer (ACO). 


At the end of each business day, the 
principal consular subcashier uses the ECR 
to run several reports. These include: 


e A preliminary monthly consular 
services report (Report #21); 


e A daily cash declaration report for 
each cashier (Report #24); 


e The daily register report (Report 
#25); and 


e The daily consular services report 
(Report #26). 


The principal consular subcashier gives 
these reports to the ACO for checking 
against the slip station receipts which the 
ACO has collected from the consular 
officers. The cashier DOES NOT give the 
actual collections to the ACO. 


After verifying the register reports with 
the receipts, the ACO: 


° Returns the individual cashier 
reports (Reports #24) to the 
individual cashiers; and 


° Returns the daily register report 


(Report #25) to the principal 
cashier. 
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If fees were collected under consular 
service codes 814 and/or 324, the ACO also 
gives the principal cashier a copy of the 
daily comsular services report (Report 
#26). 


The individual cashiers take their Reports 
#24 and their individual collections to the 
post’s class 8B cashier. The class B 
cashier verifies that the U.S. and local 
currency submitted by each cashier equal 
the amounts under "Total remitted to class 
B cashier" on Report #24. 


When the amounts have been verified, the 
class B cashier initials the "To" line on 
Report #24 and the consular cashier 
initials the "From" line. 


The principal consular cashier gives the 
class B cashier the copy of Report #25 and 
(if appropriate) a copy of Report #26. 


The class B cashier signs Report #25 on the 
"B&F Cashier” line and returns the report 
to the consular cashier. The class B 
cashier prepares a single OF-158 to 
document the consular receipts and gives an 
initialed copy of the OF-158 to the ACO no 
later than the following day. The OF-158 
includes the slip sequence numbers which 
were reported on the Daily Register Report 
(Report #25). Figure 3-2 show Reports #24 
and #25. 


At the end of the month the principal 
consular cashier prepares and signs a 
monthly Certification and Record of Fees 
(Figure 3-3) and gives it to the ACO. The 
ACO: 

° Verifies the amounts shown on the 
Certification with the amounts 
shown on the final Monthly Consular 
Services Report (Report #21); and 


. Signs the Certification. 
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Figure 3-2. ECR Reports #24 and #25 
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Figure }-}. Certification of Record of Fees 
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The ACO Gives the following items to the 
rao: 


. Two copies of the Certification: 





. A @Guplicate copy cf the Sonthly 
Crasular Services Seport: 


- The consular section file copy of 
each Dally Secqister fepcort. 
Wheat «are the The FO 
responsibilities 
of the Fup” . Verifies the amounts shown on the 
Certification with the supporting 
Gocuments anc with the class 8 
cashier’s records: 
. Returns 4 Signed and reconc: led 
copy of the certification to the 
ACO; and 
. Keeps a copy for the record. 
Sanua. Cash Begister Posts. 
Gow Goes the At manual cash register posts, consular 
process differ collections are documented on OF-23) 
for manual cash (Figure 3-4). The OF-232 is a numbered, 
register posts” accountable form. The ACO safeguards 


stocks of the Diliank forms and records the 
numbers of the forms issued to the consular 
cashiers. 


The OF-23) is a four part form. Wen the 
forms are loaded into the sanual cash 
register, the recister automatically 
separates the parts of the completed form. 
The cashier Gives parts |. (white) and 2 
(gold) to the customer. 


The register Keeps parts ) (yellow) and 4 
(pink) im a locked compartzent. Only the 
ACO fas access to the compartrent. 


As with the ECR, the customer gives both 
copies to the servicing consular officer. 
The consular officer checks end initials 
the receipts and returns the white copy to 
the customer. 
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Figure 3-4. OF-233 


DEPARTMENT OF STATE—UNITED STATES OF AMERICA 
CONSULAR CASH RECEIPT 


reconp or Fees NoH 4428566 
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What are the 
procedures for 
the end of the 
day? 


What are the 


procedures for 
the end of the 


month? 
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If a customer should get a refund, the 
consular officer writes "cancelled" on both 
copies, initials both copies, then returns 
the white copy to the customer. The 
customer turns the white copy in to the 
cashier when the refund is made. At the 
end of the day the cashier returns any 
cancelled receipts to the ACO. 


At close of business, the consular officers 
turn in the gold copies to the ACO who 
compares them to the copies retrieved from 
the registers. 


The ACO DOES NOT handle any cash, but 
verifies collections by running adding 
machine tapes of copies 2, 3, and 4 of the 
OF-233s. 





When the verification is complete, the 
consular cashier takes the collections, the 
supporting set of copies 3, and the adding 
machine tapes to the class B cashier. 


The class B cashier counts and verifies the 
funds and prepares one OF-158 to record all 
of the consular collections. The class B 
cashier gives an initialed copy of the 
OF-158 to the ACO no later than the next 
day. 


At the end of the month, the ACO prepares 
the Certification of Record of Fees. The 
original, along with the copies 4 of the 
OF-233s for the month, is kept in the 
consular section for three years. The ACO 
gives the duplicate and triplicate copies 
to the FMO and the principal consular 
officer. 


If any Immigration and Naturalization 
Service collections have been made during 
the month, the ACO makes a fourth copy of 
the certification and gives it to the class 
B cashier. 


The FMO reconciles the certification with 
the class B cashier’s records, then returns 
a signed copy of the certification to the 
ACO for safeguarding. 
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Suspense Deposits Abroad. 


How are Suspense Suspense Deposits Abroad. When collections 


Deposits Abroad 
recorded? 
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are made for Suspense Deposits Abroad, the 
9F-158 is used. Copy 5 of the OF-158 is 
used to record the disbursement of the 
deposit funds. 


The fiscal servicing post maintains a 
record of all collections and disbursements 
of Suspense Deposits Abroad. 


Funds collected for SDA are mixed with the 
cashier’s regular collections. 
Disbursements made for SDA are made from 
the cashier’s advance, not from the 
original funds deposited. 


An exception to this usual procedure is 
sometimes made in the case of funds from 
the estate of an American who dies 
overseas. Such funds may be deposited for 
safekeeping through the consular officer. 


Although accounted for as a deposit to the 
SDA account (19X6809), the funds are 
maintained separately until given to the 
legal representative of the person who died 
or to the Department in accordance with 


7 FAM 440. 


Figure 3-5 shows copy 5 of an OF-158 for a 
Suspense Deposit Abroad with disbursement 
information recorded on it. 
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Figure 3-5. OF-158 for Suspense Deposit Abroad 
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3.5 What Do You Do With Funds Received 
as Collections? 


Funds received as collections must be kept 
separate from the funds which you received 
for your advance. As the cashier, you are 
responsible for safeguarding collections 
until they can be disposed of in one of the 
ways described in 4 FAM 396. 


There are several ways to dispose of funds 
which you receive in collections. "Dispose 
of* means "tc remove from the cashier’s 
custody". Your choices include: 


e Deposit the funds; 


e Use the collections to "cash" 
replenishment checks; 


e Use the collections to reduce 
replenishment requests. 


Currency and checks received in collections 
are always kept apart from the currency and 
checks of your advance. 


Depositing the funds. A cashier must 
deposit local currency to the USDO’s 
account and U.S. dollars to a Treasury 


General Account (TGA) if the currency on 
hand is above the limit of the cashier’s 


authorized advance. The following forms 
are used to document the deposits: 


e SF-215 (Deposit Slip) for deposits 
of U.S. currency and checks; 


e Deposit slip for USDO account for 
local currency. 


If host country regulations prohibit 
deposits to the USDO local currency 
account, ask your supervisor and USDO for 
guidance. 


A completed SF-215 and a completed sample 
local currency deposit slip are shown in 
Figure 3-6. 
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Figure 3-6. Deposit Slips 
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SF-215 (Deposit Ticket) 





MELLON BANK, LTD Deposit Slip WNo:009 
Rosslyn, Z 





ZOLFS 








Date: 63-/0-72. 









i 


U.S. Disbursing Officer |Checks 
FMC Paris France 


Account No: 87-3109-8 Total 
Deposit 




















Sample Local Currency Deposit Slip 





June 1989 69 

















Training for Overseas Cashiers /(PA-293) 


What if there is 


no local Treasury 
General Account? 


How does the 
cashier use 
collections to 
*cash* 
replenishment 
checks? 


70 


Section 7 of the Serviced Post Cashier 
Procedures provides detailed guidance for 
completing the SF-215 and local currency 
deposit slips. 


Take the funds to the bank; DO NOT mail 
ther. 


If there is no local Treasury General 
Account, do the following: 


e First: try to buy a U.S. dollar 
money order at the local bank and 
send the funds to the USDO in that 
manner. 


e If the local bank cannot provide 
such service, contact your USDO for 
help and guidance. 


DO NOT ship U.S currency by mail or by 
pouch without specific guidance and 
Clearance. (4 FAM 396.3-3a) 


Using the collections to "cash" 
replenishment checks. U.S. and local 
currency received in collections can be 
used to "cash" replenishment checks. 
First, record the collections for the day; 
then: 


e Take one or more replenishment 
checks from your advance and 
replace them with that exact amount 
of currency from the collections. 


e Endorse (sign) and deposit the 


replenishment check. 
(4 FAM 396.3-3a) 
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Using the collections to reduce 
replenishment requests. You can transfer 


currency received through collections to 
the operating advance by: 


e Annotating each OF-158 receipt 
involved; 


e Reflecting the reduction in the 
FMC-355 Request for Replenishment. 
(4 FAM 396.3-3a and Section 7.4 
Serviced Post Cashier Procedures of 


the SPUM) . 


Requirements for depositing funds. 4 FAM 
396.3-3b requires that collections be 
disposed of on a daily basis if the 
collected amount totals $1,000 or more. 


If the day’s collections are less than 
$1,000, the cashier can wait until the 
total reaches $1,000 or until the last 
business day of the week, whichever comes 
first. 


Disposition must be made by the last 
business day of each week. 


3.6 How Do You Obtain Repayment of 
Uncollectible Checks? 


Occasionally, a check received as a 
collection will fail to clear the bank. In 
other words, the check “bounces.” If a 
check bounces, the USDO will receive a 
debit voucher from the bank and will notify 
you to begin efforts to collect repayment 
of the check. 


The check will be returned to you. Your 
accountability is increased by the amount 
of the check until the writer of the check 
redeems it. At the end of each month, you 
must send the USDO 4 telegram (Figure 

3-7) listing all bad checks that you are 
trying to collect. 
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Pars 5: Cashier Task Descriptions 


Figure 3-7. Monthly Listing of Uncollectible Checks 
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How do you handle 
an uncollectible 
check? 
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4 FAM 432 Gescribdes the procedures for 
notifying a customer that payment must De 
made for a bad check. In addition to the 
guidance in 4 FAN, Section 8 (Unmcollectible 
Checks) of the Serviced Post Cashier 
Procedures in the SPUM also has detalled 
instructions. 





Uncollectible checks are not always the 
fau.t of the check writer. Sometimes 
conditions may occur in U.S. banks, such as 
a bank merger, which end or delay direct 
Geposit of paychecks. The American 
employee overseas may not find out that 
this has happened until a check bounces. 


The following steps are involved in 
collecting repayment of a bad check if the 
individual is at your post: 


e Firs<, contact the individual by 
telephone to request repayment. 
You may want to ask for the FHO’s 
help im this. (Local policy usually 
requires suspension of the person’s 
check cashing privileges also.) 


« If there is no response after one 
week, follow up with a letter. 


e If there is no response after one 
more week: 


- Request that the post 
administrative officer take 
action to collect the amount 
chrough payroll deduction or 
other means if the writer of 
the bad check is a direct hire 
or contract employee; 


- Send a “second notice” letter 
if the writer of the bad check 
is not a direct hire or 
contract employee. 


If the individual has not repaid the check 
within a month after the second notice, a 
third notice can be sent. Procedures for 
the third notice include notifying 
M/COMP/FO to take further collection 
action. This action can include payroll 
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offset, referral to a collection agency, 
anc even offset cf the individual’s income 
tax refunc. Generally the FHO handles the 
Situation after the first notice. 


When the writer of the bed check is not on 
post, the original notice is made Dy 
@irmail letter, with first and second 
follow-up at 30 day intervals. 





If the persom is a direct hire or contract 
employee at another post, the FHO can 
request that the administrative officer at 
that post recover the amount of she check 
through payroll deduction or cther seans. 


If @ third motice is necessar,, #/COMP/FO 
becomes involved in the collection action. 


Figures )-8 anc 3-9 illustrate examples of 
letters requesting payment for a Dad check. 


Depending om the circumstances, your 
supervisor may direct that repayment be 
mace by Treasury check, cash, or money 
order. 


Although the unmcollectible check increases 
your accountability, you should not have to 
pay the amount of the check if the writer 
of the check fails to do so. Keep careful 
records of your efforts to recover the 
funds. If these efforts are not successful 
after approximately three months, the 
respons.Dbility for obtaining repayment will 
be transferred to the USDO and, if 
necessary, to the State Department. 


At that point, if you have followed the 
required procedures, you will be relieved 
of accountabil*.y for the amount of the 
check. That means your accountability will 
be reduced by the amount of the bad check. 
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Part B: Cashier Task D pti 


Figure 3-8. First Notice--Uncollectible Check 





DEPARTMENT OF STATE 
Washington, D.C. 20520 


(Name of presenter) 
(Complete address) 








Dear : 
Your check No. of__(date) drawn on 
in the amount of has been returned to this office 








because of__(reason, e.g. insufficient funds) . 


Restitution of this check to the U.S. Government must be mede 


immediately. Payment can be made by check or money order made 
payable to and mailed in the 


enclosed self-addressed envelope. 








Your prompt reply will be appreciated. 
Very truly yours, 


(Name ) 
(Title) 
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Figure 3-9. Second Notice--Uncollectible Check 


DEPARTMENT OF STATE 
Washington, D.C. 20520 


(Name of presenter) 
(Complete address) 

















Dear : 
On and you were 
advised that your check No. , dated , in the 
amount of was returned because of (reason) 

















Request is hereby made for immediate repayment of the above 
amount. Your check or money order should be forwarded to me by 
return airmail in the enclosed self-addressed envelope, payable 


to . 





Further action wil] be withheld for a period of 30 days from the 
date of this letter pending receipt of your remittance. If your 
remittance is not received within this time, the file relating to 
your indebtedness to the United States Government will be 
forwarded to the U.S. Department of State in Washington, D.C., 
for such actions as may be deemed necessary. These may include 
referral to the Department of Justice for prosecution for 
defrauding the U.S. Government. 


Very truly yours, 


(Name ) 
(Title) 
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In this lesson, you have learned about: 


e The types of collections received 
by overseas cashiers; 


e The records which must be kept to 
document those collections; 


e The ways of depositing or disposing 
of the funds collected. 


Use the lesson exercise that follows to 
check your understanding of the lesson. 
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Directions 


Answer each of the questions. Write your answers in the space 
provided after each question. After you have completed all of 
the questions, check your answers with the Answer Key that 
follows the exercise. 


Questions 


You are the class B cashier at the American Embassy in Rosslyn, 
Z. You have collected $15,000 U.S. dollars and Z 100,000 today. 
You also paid out $7,000 U.S. dollars and Z 75,000. 


The authorized amount of your operating advance is $30,000 U.S. 
dollars. The rate of exchange is 10 Z to 1 §$. 


At the start of business today you had $10,000 and Z 200,000. 


Question 1: Do you need to dispose of collections? If so, how 
much? 





eeeeket 


You are trying to decide whether to transfer funds from the 
collections to your advance or to use the collections to cash a 
replenishment check. You have two advance checks for $5,000 each 
and two for Z 50,000. 


Question 2: What is the maximum you can cash with the 
collections? 
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You decide to transfer additional funds from the collections to 
your advance. 


Question 3: How will you record the transfer? 





eset 


Match the forms below with the description of their use: 


4. OF-158 a. Notice of uncollectible 
check. 

5. SF-215 b. Used to deposit U.S. 
dollars to TGA. 

6. Debit voucher c. Used to record cash 
collections. 


eeekeetee®et 


You have received a debit voucher for a bad check written by a 
contract employee at the Embassy. 


Question 7: What is your first action? 








One week has passed and the individual has not made restitution 
for the bad check. 


Question 8: What is your next step. 
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Another week has passed. 


Question 9: What is your next step in the process of following 
up the bad check? 
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Part B: Cashi Task 2 inti 
ANSWER KEY 





You are the class B cashier at the American Embassy in Rosslyn, 
Z. You have collected $15,000 U.S. dollars and Z 100,000 today. 
You also paid out $7,000 U.S. dollars and 

Z 75,000. 


The authorized amount of your operating advance is $30,000 U.S. 
dollars. The rate of exchange is 19 Z toil §. 


At the start of business today you had $10,000 and Z 200,000. 


Question 1: Do you need to dispose of collections? If so, how 
much? 


You must dispose of collections which total more 
than $1,000. 


Reference: 4 FAM 396.3-3 


Discussion: Collections which total more than $1,000 must be 
disposed of daily. Collections which total less than $1,000 must 
disposed of by Friday of the work week. 


You are trying to decide whether to transfer funds from the 
collections to your advance or to use the collections to cash a 
replenishment check. You have two advance checks for $5,000 each 
and two for Z 50,000. 


Question 2: What is the maximum you can cash with the 
collections? 


$5,000 and Z 50,000, 


Reference: 4 FAM 396.3-3, Section 7 of the Serviced Post 
Cashier Procedures. 


Discussion: You could cash one of the U.S. dollar replenishment 
checks and one of the Z replenishment checks without exceeding 
your advance. You can cash replenishment checks only for the 
exact amount of the check. 
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You decide to transfer additional funds from the collections to 
your advance. 


Question 3: How will you record the transfer? 





Reference: 4 FAM 396.3-3, Section 7 of the Serviced Post 
Cashier Procedures. 


Discussion: Collections cannot be mixed with the advance. When 
you transfer funds from one to the other the transfer must be 
recorded in the accountability records and on the OF-158s which 
document the collections. 


Match the forms below with the description of their use: 


4. OF-158 c. Used to record cash 
collections. 

5. SF-215 b. Used to deposit U.S. 
dollars to TGA. 

6. Debit voucher a. Notice of uncollectible 
check. 


You have received a debit voucher for a bad check written by a 
contract employee at the Embassy. 


Question 7: What is your first action? 


Personally contact the individual. Inform his of 
the bad check and request restitution. 
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One week has passed and the individual has not made restitution 
for the bad check. 


Question 8: What is your next step. 
Request restitution by letter. 
Another week has passed. 


Question 9: What is your next step in the process of following 
up the bad check? 


Contact the administrative officer about 


recovering the amount of the check through payroll 
Geduction or other means. 


Reference: 4 FAM 492. 


Discussion: The procedure described above applies to direct 
hire, contract employees, and dependents at post. For others at 
post, for whom payroll deduction is not possible, the first 
letter is followed up with a "Second Notice”. 


For individuals not at post, the initial contact is made by 
airmail letter and, if restitution is not received, is followed 


with a "Second Notice" in one month. 


If, after one more month, restitution has not been received, you 
have two choices: 


e If the person is a direct hire, contract employee 
or dependent, you can contact the administrative 
officer of the post at which the person is located 
and request recovery of the funds through payroll 
Geduction or other means. 


® For other individuals, you can request assistance 
from the post nearest the individual or from the 
Department in recovering the funds. 


If no response is received after the second notice, a third 
notice can be sent. The third notice involves M/COMP/FO in the 
collection effort. 


Maintain a record of the action taken to recover the funds. If 
the funds are not recovered, the record of the efforts will help 
you obtain relief from accountability. 


You should ask the FMO for help in contacting Americans who have 
written a bad checks. 
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Lesson 4 - Providing Accommodation Exchange Services 
Lesson 4 describes the actions and the 
records involved in providing accommodation 
exchange services. 
Lesson Objectives 





After completing this lesson, you should be 
able to: 


° Identify limitations on 
accommodation exchange 
transactions; 


. Record tramactions on DS-1694; and 


. Prepare OF-234. 


4.1 Scenario 


You are the class 8 cashier at the American 
Embassy in Rosslyn, Z. The following 
people have come to you for accommodation 


exchange services: 


A State Department employee 
preparing to return home to the 


U.S. Se wants to exchange the 
proceeds from selling excess 
household goods from Z to U.S. 
G@ollars; 


° An American tourist visiting 
Rosslyn wants to change her U.S. 
Gollars to Z; and 


. The wife of a State Department 
employee wants to exchange U.S. 
Gollars for Z. She has been 
relocated to Rossiyn, which is a 
safehaven post, @uring troubles in 
the nation to which her husband is 


assigned. 


In this lesson you will learn which of 
these individuals are eligible for 
accommodation exchange. You will also 
learn which regulations provide guidance 
for exchanges and how to record the 
transactions. 
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4.2 What Types of Accommodation 
Exchange Services Can You Provide” 


Accommodation exchange is the exchange of 
one currency for ancther. In overseas 
cashier operations, Accommodation 

means the conversion of U.S. dollars into 
local currency. Reverse eccompodstion 
exchange is the conversion of loca! 
currency into U.S. dollars. 





Guidance on accommodation exchange can be 
found in 4 FAN 360 and 394.2-4 and also in 
Section 5 of the Serviced Post Cashier 
Procedures in the SPU. 


If accommodation exchange is included in 
your cashier Gesignation and is author. zed 
by the principal officer of the post, you 
can perform the following types of 
exchanges: 


. U.S. dollars to local currency: 
e Local currency to U.S. d@dliars 


At some posts which handle sore thar one 


type of local currency you may provide 
exchange service from one local currency to 
another. Because the Financial Sanecement 


System maintains exchange retes in terms of 
ratios of local currency end U.S. dollars, 
such exchanges gust be recorded in two 
steps: 


. First, accept the first local 
currency and record the exchange of 
that currency for U.S. dollars 


. Then record the exchange of that 
amount in 0.S. @doliars for the 
second local currency, which is 
given to the customer. 


4.3 What Are The Lisgitations’ 


Accommodation exchange is not seuthor zed 
for all foreign service posts. 4 FAR 60 
provides guidance for determining whether 
it is authorized or should be. 4 FAN 0 
also provides guidance on eligibility for 
accommodation exchange services. 











Part B: Cashier Task Descriptions 





Who is eligible? 


What restrictions 
can the post 
place on 
accommodation 


exchange? 


June 1989 


Individuals eligible for accommodation 
exchange services include the following: 


° Civilian employees (direct hire and 
contract) of the U.S. Government 
who are U.S. citizens; 


° Members of the Armed Forces of the 
United States (when exchange 
facilities are not available 
through military channels); 


@ Contractors and subcontractors who 
are U.S. firms or citizens engaged 
on U.S. Government projects in 
foreign countries and the personnel 
of such contractors who are U.S. 
citizens; 


° Personnel (U.S. citizens) of 
authorized U.S. non-Government 
organizations operating with 
agencies of the U.S. Government; 


e Dependents (of individuals listed 
above) who hold valid powers of 
attorney; 


e Certain dependents without power of 
attorney if at safehaven posts to 
which ordered in an emergency 
evacuation; 


e Commissary, recreation, and mess 
facilities operated for post 
personnel; and 


e People wishing to cash U.S. 
Treasury checks. 


Figure 4-1 illustrates the power of 
attorney letter required for dependents. 


Within the guidelines of 4 FAM 360 

the individual post may set additional 
limitations on amounts eligible for 
exchange. For example, your post might 
limit accommodation exchange for any one 
customer to $200. 
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Figure 4-1. Power of Attorney for 
Accommodation Exchange 














(name) 
of , 
(city and state of residence) 
employed by ’ 
(agency, contractor, or organization) 
at ’ 





(city and country where employed) 


in order that my dependent ; 
(relationship and name) 


of ’ 
(city and state of residence) 
may be granted accommodation exchange privileges pursuant to 
1TFM PART 4-9000 , as amerded, have made, constituted and appointed, and 
by these presents do make, constitute and appoint the said 








, My true ard lawful attorney for me 














(mame of deperdent) 
and in my name, place and stead to do and perform the following: 
1. to draw checks against my account No. in the 
Bank of ; 
(name) (location) 


2. to endorse and collect notes, checks, drafts or bills of excharce, 
including checks drawn on the Treasurer of the United States in payment 
for the redemption of currencies or for principal or interest on U.S. 
securities, for tax refunds, and for goods and services, which may require 
my erdorsement for collection; 


3. to receive in exchange for instruments, as described in items 1 ard 2 
above, which are payable in United States dollars, foreign currencies at 
official rates of exchange utilized by U.S. Disbursing Officers, or Class 
B Cashiers, or Subcashiers, in accommodation exchange transactions. 
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Figure 4-1. Power of Attorney for 
Accommodation Exchange (Continued) 








Copy Number 1 to be delivered to the U.S. Disbursing Officer, or Class 

B Cashier, or Subcashier at ; 
(location of post) 

Copy Number 2 to be delivered to the U.S. Disbursing Officer, or Class 


: 





, 
F 





(location of post) 
to the U.S. Disbursing Officer, or Class 


(location of post) 


: 
| 





This Power of Attorney shall comtirme in full force and effect 


: 
! 














June 1989 95 


494 








Training for Overseas Cashiers (PA-293) 





Can reverse Posts generally place stricter limits on 
accommodation reverse accommodation exchange. For 
exchange be example, a person may be required to have 
limited? an application approved by the principal 


officer or the administrative officer in 
order to receive reverse accommodation 


exchange services. 
4.4 What Records Must You Keep? 


The three forms used to document 
accommodation exchange include: 


® DS-1694 (Exchange Transaction 
Record); 


® OF-234 (Exchange Transaction 
Voucher; 


e OF-176 (Exchange Voucher). 


The DS-1694 (Exchange Transaction Record) 
is the basic accommodation exchange record. 
It lists all of the exchange transactions 
performed on a specific day. Prepare 
separate DS-1694s for check and cash 
payments. If you handle more than one kind 
of local currency, you will need separate 
DS-1694s for each type. 


Section 5.5 of the Serviced Post Cashier 
Procedures provides detailed guidance on 
completing the DS-1694. 


Fill in the DS-1694 (Figure 4-2) in ink. 
Line through any mistakes and initial 

corrections. The customer initials the 
DS-1694 entry to verify the transaction. 


Record positive identification for each 
customer. For persons not assigned to the 
post, write down the passport or State 
Department ID number on the DS-1694 and on 
the check. You need enough information to 
identify the person if the check bounces. 


If traveler’s checks are accepted for 
accommodation exchange, write down the 
number of the traveler’s check on the 
DS-1694. 
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United States Department of State prvete US Clizens and 
Exchange Transactions Record US toursts 
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Figure 4-2. DS-1694 (Exchange Transaction Record) 
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The OF-234 (Exchange Transaction Voucher) 
summarizes exchange activity by type. 





You prepare one OF-234 for the exchanges 
from U.S. dollars to local currency units 
(LCU) and another OF-234 for the exchanges 
from LCU to U.S. dollars. 


For exchanges from one local currency to 
another, two OF-234s must be used because 
of the two-step exchange process for those 
transactions. 


You should prepare an OF-234 each day that 
accommodation exchange is performed or 
whenever replenishment of the advance is 
necessary. The OF-234 is used to support 
replenishment requests for accommodation 
exchange payments in the same way that the 
SF-1129 is used to oe replenishment 


requests for petty cash payments. 


Section 5.6 of the Serviced Post Cashier 
Procedures provides detailed instructions 
on completing the OF-234. Figure 4-3 
shows the completed forn. 
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The OF-176 (Exchange Voucher) is used when 
a customer wants to receive payment by 
check instead of cash. Prepare an OF-176 
for each customer check requested. Section 
5.7 of the Serviced Post Cashier Procedures 
provides detailed instructions on 
completing the OF-176. Figure 4-4 shows 
the completed form. 


The FMO or BFMO at the post establishes a4 
system for informing the post’s cashiers of 
the day’s exchange rate. The FMO 
coordinates with the servicing USDO to set 
the rate. 


Now check your understanding of 
accommodation exchange by doing the lesson 
exercise that follows. 
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‘Part B: Cashier Task D inti 
LESSON 4 - PROVIDING ACCOMMODATION EXCHANGE 





LESSON EXERCISE 


Directions 


Answer each of the questions. Write your answers in the space 
provided after each question. After you have completed all of 
the questions, check your answers with the Answer Key that 
follows the exercise. 


Questions 


You are the class B cashier at the American Embassy in Rosslyn, 
Z. Your designation authorizes you to provide accommodation 
exchange services and reverse accommodation exchange services. 
The following people have come to you for accommodation exchange: 


a. A State Department employee preparing to return home to 
the U.S. He wants to exchange the proceeds from 
selling excess household goods from Z to U.S. dollars; 


b. An American tourist visiting Rosslyn wants to change 
her U.S. dollars to Z; 


c. The wife of a State Department employee wants to 
exchange U.S. dollars for Z. She has been relocated to 
Rosslyn, which is a safehaven post, during troubles in 
the nation to which her husband is assigned. 


Question 1: Which of the above individuals are eligible for 
accommodation exchange? 
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Match each form below with the correct description of its use. 
There is more than one correct answer for some of the forms. 





2. OF-234 a. Record of every 
exchange transaction 
performed. 

3. DS-1694 b. Used when customer 





wants to receive a 
check instead of 
cash. 

4. OF-176 





c. Customer signs to 
acknowledge 
transaction. 


d. Summarizes exchange 
activity by type. 


e. Used to support 


replenishment 
requests. 
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ANSWER KEY 





You are the class B cashier at the American Embassy in Rosslyn, 
Z. Your designation authorizes you to provide accommodation 
exchange services and reverse accommodation exchange services. 
The following people have come to you for accommodation exchange: 


a. A State Department employee preparing to return home to 
the U.S. He wants to exchange the proceeds from 
selling excess household goods from Z to U.S. dolla *; 


b. An American tourist visiting Rosslyn wants to change 
her U.S. dollars to 2Z; 


c. The wife of a State Department employee wants to 
exchange U.S. dollars for Z. She has been relocated to 
Rosslyn, which is a safehaven post, during troubles in 
the nation to which her husband is assigned. 


Question 1: Which of the above individuals are eligible for 
accommodation exchange? 


Reference: 4 FAM 360. 


Discussion: Accommodation exchange services are usually only 
provided for individuals who are at the post for official 
reasons. It is not a service for tourists. There are usually 
stricter limits on reverse accommodation exchange. A person 
requesting such service will usually have to have an application 
approved by the post administrative or principal officer. Check 
your post’s policy. 


ree ®e 
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Match each form below with the correct description of its use. 
There is more than one correct answer for some of the forms. 


2. OF-234 d. 


3. DS-1694 a. 


4. OF-176 b. 





Summarizes exchange activity by type. 


Used to support replenishment requests. 


Record of every exchange transaction 
performed. 


Customer signs to acknowledge transaction. 


Used when customer wants to receive a check 
instead of cash. 


Reference: Section 5, Serviced Post Cashier Procedures. 
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LESSON 5 - MAINTAINING i\CCOUNTABILITY RECORDS 





Lesson 5 describes the accountability 
records which the cashier maintains. It 
shows how daily transactions affect 
accountability. It demonstrates how the 
accountability records are posted. The 
lesson also shows you, step-by-step, how to 
reconcile your account. 


Lesson Objectives 


After completing this lesson, you should be 
able to: 


e Maintain cashier files; 


° Post transactions to the Daily 
Accountability Record (OF-209); 


e Complete the FMC-99; 
e Reconcile your account using the 
Cashier’s Reconciliation Statement 
( FMC-365) 
5.1 Scenario 
You are the class B cashier at the American 
Embassy in Rosslyn, Z. You have completed 
operations for the day. Now you are ready 
to post your accountability records and to 
reconcile your account. 
What forms will you use? 


How do the various transactions affect your 
accountability? 


How do you reconcile your account? 


This lesson will answer those questions. 


5.2 How Do You Maintain Daily 
Accountability Records 


The primary document for keeping a record 
of your accountability is the OF-209 
(Accountability Record). 
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Section 11 of the Serviced Post Cashier 
Procedures in the SPUM provides detailed 
instructions for using the OF-209. Read 
that section and then return to the lesson. 


4 FAM 396 requires that separate OF-209s be 
maintained for: 


e The cashier’s advance and 
e Official collections. 


The SPUM recommends separate OF-209s for at 
least the following: 


e The cashier’s advance; 
e Official collections; and 
e Cashier checking account (if any). 


e A separate OF-209 for each currency 
if the cashier maintains a portion 
of the advance in a third currency. 


Some posts recommend maintaining a separate 
OF-209 for each of the line items on the 
FMC-365. (The FMC-365 is discussed later in 
this lesson. ) 


Look at the OF-209s in Figure 5-1. The top 
of the form provides information about: 


e The "fund" for which the form is 
being used (in this case, the 
advance and official collections); 


e The person who is maintaining the 
form; 


e The page number of this sheet; 


e The post at which the fund is 
maintained. 
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The left side of the form has three 
columns: 


e The column on the far left is for 
recording the dates of 
transactions. 

e The center column provides 


explanations of the transactions. 


e The third column lists the 
reference (ref) or transmittal 
number of the control slip under 
which the documents for that 
t=’ saction were sent to the FMC. 


The center of the form records collections, 
disbursements, and the resulting balance of 


local currency. 


The right side of the form records 
collections, disbursements, and the 
resulting balance for U.S. dollars. 


Write your entries to the OF-209 in ink, 
lining through and initialing mistakes and 
corrections. 


Some transactions are recorded individually 
on the form. For example, for each OF-158 
which is issued, you make an entry on the 
OF-209 (Official Collections). 


In fact, each voided OF-158 is recorded on 
the OF-209 also. 


Other transactions, such as accommodation 
exchange and reverse accommodation 
exchange, are recorded in summary. At the 
end of the business day, you make one 
entry. That one entry summarizes all of 
the day’s entries from a particular 
DS-1694. 


Notice how the disposition of collections 


has been reflected on both of the OF-209s 
in Figure 5-2. 
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Figure 5-2. OF-209 (Accountability Record) 
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Avoiding errors on the OF-209. As you 
enter the explanation for an entry, make 
certain that it contains: 





° A clear description of the 
transaction. (The description 
should be brief, using only easily 
understood abbreviations. ); 

@ Appropriate document numbers. 


What document Document numbers which should be recorded 
numbers should be on the OF-209 include: 
recorded? 


° Voucher numbers; 

° Check numbers; 

. Deposit ticket numbers; 
. Debit voucher numbers; 


e Exchange transaction voucher 
(OF-234) numbers; 


. Exchange voucher (OF-176) numbers; 
and 
. General receipt (OF-158) numbers. 


Watch out for transcription errors. These 
are errors in copying the information for 
an entry. Make it a habit to double check 
each entry at the time that it is made. 


Completing the OF-209 is easier if you 
understand how each type of transaction 
affects accountability. 


Figure 5-3 lists the types of transactions 
which overseas cashiers handle and the 
effect of each of those transactions on 
accountability. 
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Part 5: Cashier Task Descriptions 
Tramsactions and Accountability 


Effect on Accountability 


Decrease accountability 
(Your accountability to 
the USDO is not ACTUALLY 
Gecreased until the USDO 
receives the SF-1129 
reporting those 
payments.) 


Increase accountability 
Decrease accountability 


Increase accountability 
(for receipts and for 
OF -176) 


Decrease accountability 
(for payments) 


Increase accountability 
(Your accountability to 
the USDO is increased 

when you receive notice 
that the checks have been 
issued. ) 
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What forms do you 
use to reconcile 
your account? 


What is the 
ACDA .0667? 
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If you carefully maintain the OF-209 and 
have complete and well organized files, you 
should have no difficulty reconciling your 
account. 


5.3 How Do You Reconcile Your Account 


4 FAM 397.1-1 suggests that the class B 
cashier reconciles the operating cash 
advance and the collections each day if 
possible. It must be done at least once a 
week. The operating cash advance and the 
collections should be reconciled 
separately. 


Sections 11.2 and 11.3 of the Serviced Post 
Cashier Procedures provide step-by-step 
instructions on the cashier’s 
reconciliation. Read the sections in 4 FAM 
and the SPUM; then return to the lesson. 


To reconcile your account, you need the 
following forms, reports and worksheets: 


e ACDA.O066 (Cashier Activity Report); 
e Cash Counting Worksheet; 


e FMC-99 (List of Items On Hand and 
List of Transmittals in Transit); 
and 


e FMC-365 (Cashier’s Reconciliation 
Statement). 


The Cashier Activity Report: 


e Summarizes transactions submitted 
to the fiscal servicing post since 
the last update; 


e Shows the cashier’s account balance 
as of the report date. 


Figure 5-4 shows a sample Cashier Activity 
Report. The FMC provides updates every day 
or every few days depending on the amount 
of business you do. 
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Counting 
Worksheet ? 
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The Cash Counting Worksheet (Figure 5-5) is 
an aid for documenting the actual currency 
on hand. Count each denomination of each 
currency and record it on the worksheet. 


You may wish to develop your own worksheets 


based on the currency units in use in your 
country. 
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Part B: Cashi Task [ inti 
Figure 5-5. Cash Counting Worksheet 
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How is the FMC-99 
used? 
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The FMC-99 (Figure 5-6) is a worksheet for 
the reconciliation. It helps you organize 
your documents. Each section on the FMC-99 
corresponds to a line item on the Cashier’s 
Reconciliation Statement. 


Detailed instructions for completing the 
FMC-99 can be found in Section 11.2.1 of 
the Serviced Post Cashier Procedures in the 


SPUM. 


After completing the FMC-99, you can use it 
as the source document for filling in the 
FMC-365. 
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How is the 
FuC-365 
organi zed? 
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The FMC-365 (Figure 5-7) is easier to deal 
with if you look at it in terms of its 
major parts rather than as a 3l-line forn. 


The top part of the form is used for 
identification information. It has spaces 
for recording: 


e The post name and code; 
. Your cashier code; 
. The date of the reconciliation; 


e The date of the ACDA.066 used for 
the reconciliation. 


Use the last ACDA.066 received from the 
FMC. 


The next part of the form is used to 
calculate present accountability. The 
lines in this part allow you to: 


e Start with the balance shown on the 
last update (line 02); 


e Add increases to accountability 
(lines 03 through 09); 


Subtract decreases to 
accountability (lines 10 through 
13); and 


. Arrive at a total present 
accountability (line 14). 


The third part of the form provides spaces 
(lines 15 through 26) to add up the cash 
and items of accountability that are on 
hand. Examples of such items would include 
accommodation exchange checks and paid 
vouchers not yet sent to the servicing 


post. 


The total of cash and items of 
accountability on hand (line 26) should 
equal the total accountability on line 14. 
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Figure 5-7. FNMC-365 (Cashier’s Reconciliation Statement) 
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How often do you 
have unannounced 
verifications? 
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The remainder of the form allows you to 
calculate your projected accountability 
based on replenishments requested but not 
yet received. With this information on 
projected accountability, you can determine 
whether you are within the limits of 
accountability stated in your designation 
letter. 


Your projected accountability should not 

be greater than your authorized advance. 

If it is, you must explain the difference 
on the back of the form. For example, 
sometimes a change in the excha™e rate for 
your local currency can increase the dollar 
value of your projected accountability. 


The completeness of your recordkeeping will 
make reconciling your account easier. Some 
cashiers find that numbering their files to 
match the line number for that item on the 
FMC-365 makes the reconciliation go more 
smoothly. 


5.4 How Do You Find and Correct Errors? 
If the FMC-365 does not balance: 
e Check for transcription errors. 


. Recalculate arithmetic calculations 
to ensure accuracy. 


. Verify that you have correctly 
accounted for each document. 


Section 11.4 of the Serviced Post Cashier 
Procedures has several helpful suggestions 
for tracking down errors. 


If you cannot reconcile the account go to 
the FMO for help. 


It is important for you to reconcile your 
accountability regularly. If you do that, 
you will always be ready for any 
unannounced Cash Verification. 


4 FAM 397.2-1 requires that the supervisor 
of a class B cashier conduct an unannounced 
verification at least once a month. 
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4 FAN 397.2-2 requires that subcasfhiers 

also be verified once a gsonth unless their 
operating advance is less than $1,000. In 
that case the verification is required only 


once @ quarter. 


If your eccount cannot be reconciled, you 
will meed to acknowledge any cash 
difference in writing. If the difference 
canmmot be resolved within 24 hours, the 
administrative officer sust send a report 
to M/COMP/FO through the principal officer. 
The security office also receives a copy of 
the report. Until the difference is 
resolved, it must be shown on all 
reconciliation and accountability reports. 


Maintaining accurate records of your 
accountability is not difficult if you do 
it daily and follow the guidance in the 
Serviced Post Cashier Procedures. 


Now, check your understanding of 
accountability records by doing the lesson 
exercise that follows. 
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LESSON 5 - MAINTAINING ACCOUNTABILITY RECORDS 





LESSON EXERCISE 


Directions 


Answer each of the questions. Write your answers in the space 
provided after each question. After you have completed all of 
the questions, check your answers with the Answer Key that 
follows the exercise. 


The questions that follow test your understanding of the 
requirements of maintaining accountability records. In the Job 
Practice in the next part of this course you will actually 
complete and reconcile accountability records. 


Questions 


You are the class B cashier at the American Embassy in Rosslyn, 
Z. You have completed operations for the day. Now you are ready 
to post your accountability records and to reconcile your 
account. 


Question 1: What forms will you use? 
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Question 2: How do the following transactions affect your 
accountability? (Mark the correct answer.) 


REMEMBER: Your actual accountability with the USDO is not 
affected until records of these transactions are received at the 
FMC. 


Transaction Effect on 
bili 
Payments Increase /Decrease 


Accommodation Exchange 


Receipts Increase/Decrease 
Collections Increase /Decrease 
Uncollectible Check Increase /Decrease 
Deposits Increase/Decrease 


e*ereee”e 


You have completed the reconciliation. Your account does not 
balance. 


Question 3: What do you do next? 
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You are the class B cashier at the American Embassy in Rosslyn, 
Z. You have completed operations for the day. Now you are ready 
to post your accountability records and to reconcile your 
account. 


Question 1: What forms will you use? 


Reference: 4 FAM 396.3-2, 397.1-1 and Section 11 of the 
Serviced Post Cashier Procedures. 


Discussion: The OF-209s should be maintained daily. The 
reconciliation using the FMC-365 should be done at least once a 
week. It is recommended to do it daily. Class B cashiers 
receive an unannounced cash verification at least once a month by 


their supervisor. 
*ereeetke 
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Question 2: How do the following transactions affect your 
accountability? (Mark the correct answer.) 


REMEMBER: Your actual accountability with the USDO may not be 
affected until records of these transactions are received at the 
FMC. 


Transaction Effect on 
7 tabilit 

Payments Decrease 
Accommodation Exchange 

Receipts Increase 
Collections Increase 
Uncollectible Check Increase 
Deposits Decrease 

Reference: Section 13, Serviced Post Cashier Procedures. 


x*eenee 


You have completed the reconciliation. Your account does not 
balance. 


Question 3: What do you do next? 


Section 11.4 of the Serviced Post Cashier Procedures has several 
helpful suggestions for tracking down errors. 


If you cannot reconcile the account go to the FMO for help. 


If the discrepancy cannot be solved within 24 hours the problem 
must be reported to M/COMP/FO. 


Reference: 4 FAM 397.3, Sections 11 and 12 of the Serviced 
Post Cashier Procedures. 
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CONCLUSION 
You are now ready to try the Cashier Job 
Practice in Part C of this course. 


As you work through the job practice, you 
may find it helpful to use: 


° These lessons on the cashier tasks; 
e 4 FAM; 
e Serviced Post Cashier Procedures. 


The more familiar you become with 4 FAM and 
with the Serviced Post Cashier Procedures, 
the better you will be able to perform your 
duties as a cashier. 
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The term Financial Management Officer (FMO) is used throughout 
this course in accordance with 4 FAM 390 Cashier Operations 
(December 6, 1988). In the field, the terms Budget Officer (BO), 
Budget and Fiscal Officer (BFO), Budget and Management Officer 
(BMO), and Budget and Financial Management Officer (BFMO) are 
still in use in many locations. The individual responsible for 
budget and fiscal matters *~4 for the oversight of cashier 
operations may carry one .. these titles rather than FMO. Some 
posts may use other position titles, such as Financial Management 
Center (FMC) Director. At some posts, the cashier may be under 
the supervision of a U.S. Disbursing Officer. 
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This Job Practice sets up situations in which you will perform 
many of the tasks you might do during three days of cashier 
activity. It is divided into three parts, one part for each day 
of cashier activity. 


Using the Job Practice 
To use the Job Practice, read the situation at the beginning of 
each day. The situation will give you any special information 
you need. Then: 


° Perform the cashier tasks presented on the next several 
pages; 


® Prepare your records and files; 


. Process the documents for transmission to the Financial 
Management Center (FMC). 


You may use 4 FAM, the Serviced Post User Manual (SPUM), and the 
Cashier Task Descriptions (Part B of Training for Overseas 
Cashiers)to help you with the tasks in the Job Practice. 
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Background Information 


In this Job Practice, you are Karin Dubai, 4 newly designated 
cashier at the reopened American Embassy in Rosslyn, Z. There 
was a break in diplomatic relations for about a year during which 
the embassy was closed. The old cashier records were destroyed. 
You are beginning @ new cashier operation. 


Cashier Designation: 
Figure 1 is your designation telegram that has just arrived from 


the State Department (M/COM?/FO). Read and sign it as if you 
were reviewing it with the principal certifying officer. 
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Part ©: Job Practice 
Figure 1. Cashier Designation Telegraz 





36485797189 

RR RUEHKG 

DE RUEHCK 7504 13041649 

ZMNR UUUUU ZZH 

R 110935Z NOV 92 

FM SECSTATE M/COMP/FO WASHDC 

TO RUEHKG/AMEMBASSY ROSSLYN 4788 
INFO RUEHMNC/USOFFICE FMC PARIS 5632 
BT 

UNCLASS STATE 147504 


ROSSLYN FOR FMO, PARIS FOR USDO 


F.O. 16537: WN/A 

TAGS: AFIN 

SUBJECT: DESIGNATION CLASS B CASHIER 

REFERENCE: 4 FAM 392, CASHIER OPERATIONS, ROSSLYN 04786 


1. KARIN DUBAI DESIGNATED CLASS B CASHIER PER 4 FAM 392 
EFFECTIVE 11/15/92 WITH AUTHORIZED ADVANCE OF US DOLS 10,000 AND 
THE AUTHORITY TO PERFORM ALL CASHIER FUNCTIONS PER 4 FAM 391.5 
EXCEPT MAINTAIN CHECKING ACCOUNT. 


2. RECORDS OF M/COMP/FO REVEAL THIS INDIVIDUAL TO BE ACTIVE 
CLASS 8 CASHIER AT POST: PRINCIPAL - KARIN DUBAI, ALTERNATES - 
WONE. PLEASE ADVISE M/COMP/FO/BFC, ROOM 6604, SA-15, IF RECORDS 
AT POST DIFFER. 


-++ CASHIERS ARE RESPONSIBLE FOR SAFEGUARDING AND ACCOUNTING FOR 
ALL MONIES RECEIVED AND DISBURSED AT POST WHERE THERE IS NO US 
DISBURSING OFFICER (USDO). CASHIERS RENDER ACCOUNT TO THE USDO 
FROM WHOM ADVANCE IS RECEIVED. 


CASHIER MAY NOT: 


(A) LOAN OFFICIAL FUNDS 

(B) USE FUNDS FOR PERSONAL PURPOSES; 

(C) DEPOSIT PUBLIC MONEY IN FINANCIAL INSTITUTIONS, EXCEPT WHERE 
AUTHORIZED TO DO SO, OR; 

(D) EXCHANGE MONEY WITH OTHER FUNDS, PERSONAL OR OTHERWISE, 
UNLESS ORDERED TO DO SO. 
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Training for Overseas Cashiers (PA-293) 
Figure 1. Cashier Designation Telegram (Continued) 





--+ CASHIERS ARE PERSONALLY LIABLE (LEGALLY RESPONSIBLE) FOR ALL 
US GOVERNMENT FUNDS IN THEIR POSSESSION AND ARE OBLIGATED TO 
FAITHFULLY PERFORM THEIR DUTIES. CASH HELD AT PERSONAL RISK 
(IMPREST FUNDS) IS DEFINED AS THE ADVANCE THAT A CASHIER MAY HAVE 
TO REPLACE IF IT IS LOST, STOLEN, OR MISAPPROPRIATED. 
RESPONSIBILITY FOR FUNDS ADVANCED CONTINUES FROM THE TIME CASHIER 
RECEIVES THE FUNDS UNTIL PROPER AND ACCEPTABLE ACCOUNTING THEREOF 
IS MADE EITHER TO THE OFFICER WHO ADVANCED THE FUNDS OR TO 
ANOTHER OFFICER DIRECTED TO RECEIVE THE ACCOUNTING FOR THE 
ADVANCE (4 FAM 398.1-2). 


-++ FUNDS SHOULD NOT BE ADVANCED UNLESS ADEQUATE FACILITIES FOR 
SAFEGUARDING CASH ARE AVAILABLE. THE CASHIER MUST MAINTAIN 
EXCLUSIVE CONTROL OF ADVANCE. FUNDS ARE TO BE SAFEGUARDED IN 
MANNER CONSISTENT WITH DEPARTMENT REGULATIONS NOTED IN 4 FAM 
317.2. SECURITY OF LOCK COMBINATION MUST CONFORM TO REGULATIONS 
PRESCRIBED IN 4 FAM 214.3. 


-++ FAM 033.1-3: THE OFFICE HAVING ADMINISTRATIVE JURISDICTION 
OVER THE CASHIER WILL BE RESPONSIBLE FOR ADMINISTRATIVE 
SUPERVISION OF CASHIER ACTIVITIES WITHIN PRESCRIBED POLICIES AND 
PROCEDURES. THIS ADMINISTRATIVE JURISDICTION INCLUDES PERIODIC 
UNANNOUNCED VERIFICATIONS OF CASHIER FUNDS. VERIFICATIONS SHALL 
BE MADE MONTHLY AND AT IRREGULAR INTERVALS TO AVOID LONG 
UNDISCLOSED SHORTAGES, AND AT ANY TIME FUND ACCOUNTABILITY IS 
TRANSFERRED. DIFFERENCES AND DISCREPANCIES MUST BE REPORTED PER 
4 FAM 397.3 AND 3 FAM 630. CASHIERS ARE PERSONALLY RESPONSIBLE 
FOR ANY SHORTAGES, AND OVERAGES ARE DEPOSITED TO MISCELLANEOUS 
RECEIPT ACCOUNT 1060 QUOTE FORFEITURES OR UNCLAIMED MONEY AND 
PROPERTY UNQUOTE. 





.++ CERTIFICATION OF CASHIER FOR RESPONSIBILITY OF FUNDS: I, 
KARIN DUBAI, AUTHORIZED TO ACT AS CLASS B CASHIER, DO HEREBY 
ACKNOWLEDGE THAT I HAVE READ THE ABOVE CITATION FROM THE UNITED 
STATES CODE AND THAT I WILL BECOME FAMILIAR WITH MY 
RESPONSIBILITIES FOR THE PROPER CUSTODY AND SAFEKEEPING OF THE 
IMPREST FUND ADVANCE IN ACCORDANCE WITH THE PROVISIONS OF 4 FAM 
390 AND DISBURSING OFFICER MANUALS. 


.++ THIS TELEGRAM SIGNED BY THE POST PRINCIPAL CERTIFYING 
OFFICER AND CASHIER IS OFFICIAL LETTER OF DESIGNATION AND SHOULD 
BE RETAINED IN THE CASHIER’S PERSONNEL FILE. 








CASHIER SIGNATURE PRINCIPAL CERTIFYING OFFICER 
SIGNATURE 

BAKER 

BT 

#7504 

NNNN UNCLASSIFIED STATE 147504 
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Part C: Job Practice 





Local Policies 


Read the local policies for cashier operations at the Embassy in 
Rosslyn, Z. 


Cashier Policies: Rosslyn 
1. All petty cash receipts must be approved by the GSO. 


2. Cashiers cannot accept 3rd party checks for accommodation 
exchange. 


3. Cashiers cannot accept checks for accommodation exchange for 
aneunts less than $50. 


Now go to the first day of the cashier job practice. 
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Training for Overseas Cashiers (PA-293) 





PART 1: FIRST DAY 
Situation: 


This is your first day of cashier operations. As stated in your 
designation telegram: 


° You are a Class B cashier with an operating cash 
advance of $10,000. 


e You have $3,000 of the advance in US dollars and the 


equivalent of $7,000 in the local currency of Z: the 
Zolf. 


Here is some general information for this situation: 


e The contents of each of your cash boxes is shown in 
Figure 2. 

e The current exchange rate for the Zolf is 2 Zolfs = 1 
US dollar. 

e Your General Receipts (OF-158) start with receipt 


number A 1000. 


e Record your accommodation exchange totals on the cash 
advance OF-209. 


e Remove the accountability records (Figures 3 and 4) and 
the exchange transaction records (Figure 5) from the 
book to make it easier to record your transactions. 


NOTE: In this part of the Job Practice you don’t actually fill 
out receipts or transmittal documents but you should fill out the 
accountability records as if you had. 


Enter your opening balances on both accountability records; then 
turn to Figure 6 and handle your first transaction. 
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Part C: Job Practice 





Figure 2. Contents of Cash Boxes 


Local Currency Cash Box 





Advance 


Z 4,000 





Collections 


- 0 - 





Replenishment 
Checks on Hand 


Z 10,000 











June 1989 


AMG ad 





US Dollars Cash Box 





Advance 


$ 1,000 





Collections 


- 0- 








Replenishment 
Checks on Hand 


$ 2,000 
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Part C: Job Practice 





Accountability Record - Cash Advance 




















Figure 3. 
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CASH ADVANCE 
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Part C; Job Practice 





Figure 


4 . 


Accountability Record - Other Official Collections 
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a 
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Part C: Job Practice 





Figure 6. Transactions 





Transaction 1: 


Al Grimoni, a local vendor, presents this receipt for payment: 





RECEIPT: AL’S BUILDERS 
REKKKEKRKKKKKKRKRKKKKKKAKKKRAKE 


Building supplies: Z 150 ; 
Labor Z 100 
Total 2Z 250 ab wr 


oA 

















Transaction 2: 


Paula Simons, Assistant Agricultural Attache, presents $100 in 
cash as a travel advance refund. 





Transaction 3: 


Gert Stein, Personnel Officer, presents this travel advance 
request. 





TRAVEL AUTHORIZATION 


Traveler: Gert Stein, Personnel 
Destination: XXXXXXXXXX 
Travel Advance Requested: $ 400.00 





Approval: 





Principal Certifying Officer 
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Part C: Job Practice 


Figure 6. Transactions (Continued) 








Transaction 4: 


Tonbe Reonda requests a petty cash advance to pay for some 
supplies he must buy at the local hardware store. 





INTER OFFICE MEMO 11/15/92 

TO: Cashier 

FROM: Maintenance Manager 00 of, 
ijt 


Please advance Tonbe Reonda the sum 
of Z 30 to buy assorted nails, bolts, 
and fasteners at local hardware store. 

















Transaction 5: 


Stuart Little, the Communications Officer, presents this check 
for accommodation exchange. 









Stuart Little lst American Bank 2106 

ae 6s. 23099 7 Date: ///5/92 

Pay to: $_RI0.GoO _ 
S- —Dollars 








Sicait Lblly, 
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Part C: Job Practice 


Figure 6. Transactions (Continued) 








Transaction 6: Phil Watanabe, a clerk in the GSO’s office, 
presents the following paid receipts from the GSO requesting 


payment. 





RECEIPT: SUHNON SHIPPING c 
*etketktktktketktktktktkrtktkktktkkkez® 


Local shipping from Am Embassy 8) GA ‘ 


to Molawe Plantation (45 miles) i. 
Total: Z 30 
("4 


RECEIPT **# * *# # & &® & & & & & & & & RECEIPT 


Z Postal Office 
w* op: ye 
4 


SIMLA OFFICE SUPPLIES 
* * * RECEIPT * * * 














Local postage: Zz 35 














Assorted Office supplies: 2Z 100 J 


Tax: 0 -p. 
(oF 
Total: Z 100 jr 
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Part C: Job Practice 
Figure 6. Transactions (Continued) 








Transaction 7: 


The GSO presents Z 12,000 in cash from the sale of used and 
excess vehicles for deposit to the General Fund. 





Transaction 8: 


Susan Wholly from the Agency for International Development makes 
a $1000 cash deposit for a Suspense Deposit Abroad (SDA) account. 





Transaction 9: 


The GSO and Phil Watanabe present paperwork designating Phil 
Watanabe in the GSO’s office as a subcashier to you. Review his 
paperwork (Figure 7) then prepare his cash advance. 
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Figure 7. Phil Watanabe’s Subcashier Designation Letter 





THE UNITED STATES DEPARTMENT OF STATE 


UNCLASSIFIED 
Rosslyn, Z 
November 14, 1992 


REQUEST FOR DESIGNATION 


Mr. Samuel Martin 

Financial Management Officer 
American Embassy 

Paris, France 





Dear Mr. Martin: 


I request that you designate Mr. Phil Watanabe a subcashier to 
Mr. Karin Dubai, Class B Cashier in Rosslyn, Z effective 1 
December 1992 with an operating cash advance in the local 
currency equivalent of $400. I also request that you authorize 
Mr. Watanabe to perform only petty cash payments with a single 
cash payment limit of $250. 


Sincerely, 
Edward rville 
Administrative Officer 


November 24, 1992 


Mr. Ph.1 Watanabe 
American Embassy, Rosslyn 


Dear Mr. Watanabe: 

You are authorized to receive an operating cash advance as 
indicated above and to make petty cash payments in accordance 
with 4 FAM 391.1 not to exceed $250 each. 


Sincer 









n 
Management Officer 





Financi 


June 1989 23 

















rraini ( 3 ~ashi PA-293) 
Your cashier window is now closed. 





You have asked your cashier supervisor to review your work before 
you go to the bank to make deposits or submit documents to the 
FMC. 


Complete your records and prepare your files as if you were going 
to keep all your documents on hand until tomorrow. 


To prepare your files, use the file folders shown on the next 
pages (Figure 8 and 93) to list what documents you have in each 
file. File 17 (Replenishment Checks On Hand) has been completed 
as an example. 


HINT: Some files will be empty. 
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Part C: Job Practice 


Figure 8. Documents On Hand Files 
(Local Currency) 











#17 # 22 

Replenishment Checks Accommodation Exchange 
On Hand Checks On Hand 
£10,000 

#9 # 04 

Paid Vouchers On Hand Accommodation Exchange 


Receipts On Hand 
































#18 # 20 
Advances to Subcashiers Accommodation Exchange 
Payments 
# 03 Cash Box 
OF-158 Collections 
On Hand 
Advance 
Collections 
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_Part C: Job Practice 


Figure 9. Documents On Hand Files 
(U.S. Dollars) 














#17 # 22 

Replenishment Checks Accommodation Exchange 
On Hand Checks On Hand 

#19 # 04 

Paid Vouchers On Hand Accommodation Exchange 


Receipts On Hand 


























#18 # 20 
Advances to Subcashiers Accommodation Exchange 
Payments 
# 03 Cash Box 
OF-158 Collections 
On Hand 
Collections 
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Training for Overseas Cashiers (PA-293) 
Part 1: First Day 










Solution/Discussion 









Review your accommodation exchange record. It should look like 
the example in Figure 10. You would transfer these totals to the 
OF-234 before recording them on the cash advance OF-209. 
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Now, review the cash advance OF-209. Your form should look like 
the example in Figure 11. 


There are 9 entries on the form: 


30 


5 petty cash payments in Zolfs (one is the subvoucher 
to Tonbe Reonda); 


1 travel advance payment in US dollars; 
1 Subcashier advance in Zolfs; 
the total accommodation exchange payments in Zolfs; and 


the total accommodation exchange receipts in US 
dollars. 


June 1989 


JbIS 














6s6T eunrc 


Ww 
~ 















































Oo} 
Pemewe OTK 6 OF mg ml e® F141) OF nme Ome . o — 
— LerrehARin Doge: __|*""" Rossavm, & 
a Oe 
Cae ae. Com 8 tee wmmerenee as nee CmLechen wameseee Caran 
- a) ~ a bid ~ rf - 
Ofemnt BALawee L4, 3,290 
LETIY (hs CbYmEnT aso 123250 
Thaveh Abvesee — (STEN eo 12 Z0 
Dot * C1467 
































































































































‘TT eanbtg 


used 


eouReapy 


602-40 














Training for Overseas Cashiers (PA-293) 


Your Other Official Collections OF-209 should look like the 
example in Figure 12. 


There are three entries on the form: 


e 1 travel refund in US dollars; 





° 1 General Fund collection in Zolfs; and 

e 1 Suspense Deposit Abroad (SDA) in US dollars. 
For this exercise, we are maintaining only two OF-209s (the 
minimum required by 4 FAM). If it is the policy at your post to 
maintain a separate OF-209 for SDA transactions, you would enter 
the SDA collection on the SDA OF-209. 
If you recorded any of these payment or collection transactions 
on the wrong OF-209, review the sections in 4 FAM on payments (4 
FAM 394) and collections (4 FAM 396). 


Correct any errors on your OF-209s before going on. 
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Part C: Job Practice 
Figure 12. Other Official Collections OF-209 
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Training for Overseas Cashiers (PA-293) 
Now, review your files and cash boxes. 








Your files should look like those in Figures 13 and 14. 
You should have documents in five local currency on-hand files 
e File 17--Replenishment checks on hand; 
° File 19--Paid vouchers on hand; 
e File 18--Advances to subcashiers; 
e File 20--Accommodation exchange payments on hand; and 
® File 03--OF-158s Collections on hand. 
The collections and cash advance sections of your local currency 
cash box should show cash amounts of: 
e Z 2,355 (cash advance); 


° Z 12,000 (collections). 
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Part C: Job Practice 





Figure 13. Solution--Documents On Hand Files 
(Local Currency) 


#17 
Replenishment Checks 
On Hand 


£10,000 


#19 
Paid Vouchers On Hand 








#18 
Advances to Subcashiers 


1. Subvoucher; Z 800 


# 03 
OF-158 Collections 
On Hand 


OF-158: Sale of Supplies 
__& 12,000 
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# 22 
Accommodation Exchange 
Checks On Hand 





# 04 
Accommodation Exchange 
Receipts On Hand 





Cash Box 


Advance (#16) 
2.242.355. 





Collections (#15) 
2.142.000 


———ee 
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Training for Overseas Cashiers (PA-293) 
You should have documents in five US dollars On Hand files 


File 





17--Replenishment checks on hand; 


File 22--Accommodations exchange checks on hand; 


File 
File 


File 


19--Paid vouchers on hand; 


06--Accommodation exchange receipts on hand; and 


03--OF-158s Collections on hand. 


The collections and cash advance sections of your U.S. dollars 
cash box, should show cash amounts of: 


36 


$ 600 (cash advance); 


$ 1,100 (collections). 


del! 


June 1989 














_Part C: Job Practice 


Figure 14. Solution--Documents On Hand Files 
(U.S. Dollars) 














#17 # 22 

Replenishment Checks Accommodation Exchange 

On Hand Checks On Hand 

—_$ 2,000 1. Check: $200 

#9 # 04 

Paid Vouchers On Hand Accommodation Exchange 
Receipts On Hand 

i. Travel Advance: 1. OF-234: $ 200 

_$ 400 _ 
#18 # 20 
Advances to Subcashiers Accommodation Exchange 














# 03 Cash Box 
OF-158 Collections 
On Hand 
Advance 
1. OF-158 (Al000);i _§ 600 _ 
__Refund $ 100 _ 
2. OF-158 (Al002). Collections 
81,100 _ 
__._SDA_ $1,000 
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The last step is to reconcile the accounts. Start with the 
collections. The collections “cash" balances with the totals 
shown on the OF-209 which also balances with the amounts shown on 
the OF-158 receipts for collections in the files. 


e $1,100 in cash = $1,100 on OF-209 = OF-158 [$100] on 
file + OF-158 ($1,000) on file 


e Z 12,000 in cash = Z 12,000 on OF-209 = OF-158 [12,000) 
on file 


The cash advance “cash" balances with the totals shown on the 
OF-209 when you add in the replenishment checks on hand. If you 
total the paid receipts in the files and subtract them from the 
opening balance this also equals the totals on the OF-209. 


e $600 in cash + $2,000 replenishment checks on hand + 
$200 accommodation exchange check on hand = $2800 on 
OF-209 = [$3000 opening balance - $400 travel payment} 
+ $200 accommodation exchange receipts on file 


e Z 2355 in cash + Z 10,000 replenishment checks on hand 
= Z 12,355 on OF-209 = Z 14,000 opening balance 
- [2 250 + Z 30 + Z 30 + Z 100 + Z 35 
+ Z 800 + Z 400 receipts on file) 
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PART 2: SECOND DAY 


Situation: 
This is your second day of cashier operations. 


Continue to record transactions on the same forms you used in 
Part 1. The same general information you used in Part 1 applies 
to this situation too. Make sure your accountability records are 
up to date, then handle the transactions for your second day of 
cashier activity. (Figure 15) 
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Part C: Job Practice 
Figure 15. Transactions (Second Day) 








Transaction 1: 


Tonbe Reonda presents a receipt from the Hardware store for Z 30. 





* RECEIPT * 


AMAN HARDWARE 





Assorted nails Z 5.00 
Bolts 15.00 
Fasteners 10.00 

Z 30.00 
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Part C: Job Practice 





Figure 15. Transactions (Second Day) (Continued) 





Transaction 2: 


Sula Suhnon, a local shipper, gives you this voucher from the 
security officer for a payment of Z 1200. He states that he must 
be paid immediately in cash, before he can unload the security 
equipment from his truck. Review the document and determine 


whether you can pay this voucher. 
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Part C: Job Practice 
Figure 15. Transactions (Second Day) (Continued) 








Transaction 3: 





You are going to be out of the Embassy for a short time during 
cashier hours this afternoon. Your cashier supervisor does not 
want cashier activity interrupted and asks you to issue a nominal 
advance of Z 300 to your alternate cashier, Mary Nawbe. 


Mary Nawbe’s designation telegram is shown below. 


zs ne ee 2 


ZNR UUUUU ZZH 

R 110935Z NOV 92 

FM SECSTATE M/COMP/FO WASHDC 

TO RUEHKG/AMEMBASSY ROSSLYN 4788 
INFO RUEHMC/USOFFICE FMC PARIS 5632 
BT 

UNCLASS STATE 147504 


ROSSLYN FOR FMO, PARIS FOR USDO 


F.O. 16537: N/A 
TAGS: AFIN 
SUBJECT: DESIGNATION ALTERNATE CLASS B CASHIER 


REFERENCE: 4 FAM 392, CASHIER OPERATIONS, ROSSLYN 04788 


1. MARY NAWBE DESIGNATED ALTERNATE CLASS B CASHIER PER 4 FAM 392 
EFFECTIVE 11/15/92 WITH AUTHORIZED ADVANCE OF US DOLS 10,000 AND 
THE AUTHORITY TO PERFORM ALL CASHIER FUNCTIONS PER 4 FAM 391.5 
EXCEPT MAINTAIN CHECKING ACCOUNT. 


2. RECORDS OF M/COMP/FO REVEAL THIS INDIVIDUAL TO BE ACTIVE 
CLASS B CASHIER AT POST: PRINCIPAL - KARIN DUBAI, ALTERNATES - 
MARY NAWBE. PLEASE ADVISE M/COMP/FO, ROOM 4344, IF RECORDS AT 
POST DIFFER. 


— = ee — 
4... THIS TELEGRAM SIGNED BY THE POST PRINCIPAL CERTIFYING 


OFFICER AND CASHIER IS OFFICIAL LETTER OF DESIGNATION AND SHOULD 
BE RETAINED IN THE CASHIER‘’S PERSONNEL FILE. 




























PRINCIPAL CERTIFYING O 
SIGNATURE 


E CASHIER SIGNATURE 


BAKER 
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Part C: Job Practice 
Figure 15. Transactions (Second Day) (Continued) 








Transaction 4: 


The GSO gives you Z 5,500 in cash from the sale of surplus office 
furniture for deposit to the General Fund account. 





Transaction 5: 


Transaction 5: Martin Sully, the Agricultural Attache, presents 
this check to you for accommodation exchange. 











Tnited Stites Cremer 


2145-46 
G i 
Income Tax Refund 


Pay to:_Martin Sully $ 500.00 
ive Hundred and 00 Dollars 


100 , 


The United States 

















Transaction 6: 


Eli Sherpa, of Sherpa Oil, presents this receipt for payment for 
heating oil. 








Total Cost: Z 75.00 
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Part C; Job Practice 
Figure 15. Transactions (Second Day) (Continued) 











Transaction 7: 


Martin Sully gives you $2,000 in cash for deposit to the 
Department of Agriculture Suspense Deposit Abroad account. 





Transaction 8: 


Allan Moran, from Personnel, presents $100 in cash for 
accommodation exchange. 
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Your cashier window is now closed. Complete your records. Now 
since you have transactions on hand from yesterday you should do 
three things: 





° Prepare deposits 
e Request replenishment checks 


@ Prepare documents to send to the FMC 


To prepare deposits, use the blank deposit slips in Figure 16 to 
help you determine what amounts to deposit to the local currency 
and US dollar USDO accounts at the local bank. List beside each 
deposit slip the transactions included in the deposit. 


NOTE: your supervisor has asked you not to use funds from 
collections and accommodation receipts to cash replenishment 
checks for the first week of cashier activity until you are more 
familiar with the paperwork. 
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Part C: Job Practice 


Figure 16. Blank Deposit Slips 





































































































eer DEPOSIT TICKET — -— ++ i __ ae 
<r ) ee — 
ome K. B0GAi CLASS 6 CASHIER 
Rossiys, 2 
Resimaca Sims ySdO "MELLON GAWK INTERMATIONAL 
AM EMBASSY, Panis Abe tds ne 
6 A0€ DE LA CeaT seseeere 
Mais. Faawer x 317 =... a 
2 ns ee oe ee 
STs asa omc 
Transactions included: 
rors DEPOSIT TICKE)  —o—=a-n.. 
—— See ~ 
"prt dT “Ci a 
“= DUBAI, Ciass B CASHIER 
Rossaya, ® 
REGimscd Sims, Usdo "MELLON BARK | RTERBATOWAL. 
AmemGassy, Paris SSS 
14 AVE DE LA CHaT *eeerre 
iS FRANCE X31 — S| ese 
Massa omen, 
























Transactions included: _ 
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Part C: Job Practice 
Figure 16. Blank Deposit Slips (Continued) 




















































































DEPOSIT TICKET a — 1 > 1, as 
eh > — _~ 
poss) “|. O i 
K. buBsl, CASS B CASH/ER 
Rosshyn, ® 
REGwaLs sims, USdO "MELLEN GAWK INTERMATIONAL 
AMEMGASSy, Paais 262 
le Rue be LA CuaT eseeerr 
Paais PRARCE XB cemented 
er eal Ona, 
Transactions included: 
DEPOSIT TICKE) —Samcuare. 
— <S => —_ 
"Bosy) “[, nit TT 
K, bU6Al, CLass GB CASH/eR_ 





See x 





RECwALD Sims, VSbO 

AmemOassy PARIS _ 

‘4 #08 Of i.A CHwaT ses eeeere 
S$ FRAME X3/7 —— 

Bed eee Onvauna 








— eo ee 
“Pen ion GAWK INTEEMANeW AL 
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Part C: Job Practice 





Figure 16. Blank Deposit Slips (Continued) 





MELLON BANK, LTD Deposit Slip No:009 
Rosslyn, Z 





ZOLFS 
Date: 








U.S. Disbursing Officer iChecks. 
FMC Paris France 


Account No: 87-3109-8 Total 


























Transactions included: 








MELLON BANK, LTD Deposit Slip No:010 
Rosslyn, Z 





ZOLFS 
Date: 





Cash 

U.S. Disbursing Officer/ Checks 
FMC Paris France 
Account No: 87-3109-8 Total 


Deposit 





























Transactions included: 
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Now, post the deposits to your accountability records. If you 
need additional blank forms, use the forms on the following 
pages. (Figure 17) 
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Part C;: Job Practice 





Figure 17. Blank OF-209 
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Part C; Job Practice 





Figure 17. Blank OF-209s (Continued) 









































Pp aase 


| hoe 








































































































June 1989 








Train\ng for Overseas Cashiers /(PA-293) 





To request replenishment checks, use the blank form on the next 
page (Figure 18) and determine how much to request in local 
currency and U.S. dollar replenishment checks from the FMC. List 
the transactions supporting each entry in the request. 
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Part C: Job Practice 





Figure 18. Blank FMC-355 








REQUEST FOR CASHIERS CHECES 
FNC-355 (Rev. APR 82) 
Local Currency U.S. Dollars 
Ga “RECORD CODE} cw 




















FF 
: 
“Fl 


























Number of Checks: CT) 




































































































































































No. Local Currency Checks No. U.S. Dollar Checks 
Oo) 0) 
Q2 22. 
2. ari 
i 24 
95 O53. 
26 26 
Q7 97 
og 28 
Q2 22. 
42 os 
Cashier's Name: Post: 
Cashier’s Signature: 
Post Approval (2): 
Signature Titie 
U.S.0.0 Approval: Date: 








EXPLANATIONS (2): 


MOTES;: (1) Enter Date (MMM DD YY): i.e. Apr 02 82,Sep 17 82, etc. 
(2) Complete only if this request is submitted without 
accompanying vouchers or if the amount requested differs 
from the total amount of accompanying vouchers. 


To the student: List transactions included on this FMC-355: 
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To prepare documents to send to the FMC, use the blank control 


forms on the next page (Figure 19). Beside each control forn, 
list the documents included in the transmission. 
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_Part C: Job Practice 
Figure 19. Blank FMC Control Slips 












































<n 
— a Docurments 
included: 
ee 
ee 
—— 
TIiTf 
HHHH = 
Docurnents 
included: 
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Figure 19. Blank FMC Control Slips (Continued) 



























































ee MEDORA RAKE an® DATA PROCESS CONTE you js 
"mss Fore Cooms 08 Documents 
SPECIAL HANDLING|_ included: 
———— a CASH AND/OR CHECKS ore eee 
CONTROL SLIP ‘ 
che, rata ’ ' . 
Onecas or a) anew mee LS One 
US Coen - —_ * 
= omnes 
Ase LI amen LS Comer anes © tan Geen 
~ & Sete id 
La 
— Documents 
r~ : > 
Gn, tt, HR REGIONAL FNANCL AND DATA PROCESSING CONTER included: 









































June 1989 65 











Training for Overseas Cashiers (PA-293) 





This page intentionally left blank. 


66 


June 1989 











Part C: Job Practice 





Figure 19. Blank FMC Control Slips (Continued) 






















































































eFC 260 Documents 
REGIONAL FINANCE AND OATA PROCESRING CENTER 
Cm Mh RD Boise Pestele 23 included: 
75364 Pars Codex 08 
Trance 

Deve of Mepe sun bh Pow rom 

eee 

— 

rp yy FS 
Documents 
included: 
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_Part C: Job Practice 


Figure 19. Blank FMC Control Slips (Continued) 








a REGIONAL FRANCE AMO ATA PROCESSING CENTER Documents 
Bone Pomale 255 included: 
15 - Posts &, France 


Dete of Prapereuon by Post mA 









































KIC 258 A Documents 
tes. tele. 1900) REGIONAL FINANCE AND OATA PROCESSING CENTER included: 





Dote of Prepereion by Pest Pou 7) 
CASHIER PAYMENTS CA 
U. $& DOLLARS VOUCHERS Biete Processed 1 
CONTROL SLIP aC oon) 











ef (~ 
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Part C: Job Practice 
Figure 19. Blank FMC Control Slips (Continued) 





Documents 


may —_ included: 


Pa | 
i. ?en 4 Some 


Dene of Peper b Poe in “on 
CASHIER PAYMENTS 


LOCAL CURRENCY VOUCH Pon > T 






































O | —-- | 
Pipi iii | Bee 








Documents 
included: 
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Training for Overseas Cashiers (PA-293) 
Part 2: Second Day 





Solution/Discussion 
Once again, review your accommodation exchange records. They 
should look like example in Figure 20. 
There is only one entry for the second day because there was a 


problem with one accommodation exchange request in this exercise. 


e You cannot accept third party checks for accommodation 
exchange. 
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w 
E See seperate sheets for 
® Uruted States Department of Siate prvete US Cotizens and 
- Exchange Transactions Record U.S. Counts 
Person Ex- Receipts Trans- Disbursements ine 
Date Description Accommodated | change | foreign | US$ | US mittal | Foreign | US$ | US tes |g 
Rate Currency | Equiv | Dollars Ref Currency | Equiv | Dollars a 
c 
vA g|CHeeK We, 206 | sruaaT LITRE) 2.00 200 400 | 200 } xX 3 
43s Te : 
Bann Care 134, | SraTE . 
SUATOTAL 200 W006 | 2060 
a] 
x 
0 
J 
a 
r 3 
See separate sheets for 3 
United States Department of State private US Citizens and - 
; US. tournts 
Ris Exchange Transactions Record : 
Post SLYA) Z Sheet No 
902 3 
Person Ex- Receipts Trans- Disbursements ina ct 
Date Dexcription Accommodated | change | foreign | US$ | US mittal | Foreign | US$] US tia | 
Rate Currency | Equiv. | Dollars Rel Currency | Equiv. | Dollars 3 
D 
® 
Y CASH ALLAN NORM, > 46 /00 200 | 400} - AN] § 
IS | ALLAN MokAN| STATE a 
ee ee @ 
SvuaToTa 1/60 Aco |/00 
3 — 
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Training for Overseas Cashiers (PA-293) 


Now, review the cash advance OF-209. Your form should look like 
the example in Figure 21. 





There are five additional entries on the form for the second day. 
° l emergency petty cash payment in Zolfs; 
. 1 advance to alternate cashier Mary Nawbe in Zolfs; 
° 1 petty cash payment in Zolfs; 
. the total accommodation exchange payments in Zolfs; and 


° the total accommodation exchange receipts in US 
dollars. 


There were two potential problems in this exercise: 


° the petty cash payment over the $500 petty cash payment 
limit; 


. the Z 30 receipt from Tonbe Reonda. 


You should have made the Z 1200 payment because the voucher 
presented by Sula Suhnon had the proper signatures on it to allow 
you to make an emergency payment over the $500 limit. 


You should have exchanged the receipt from Tonbe Reonda with the 
subvoucher he signed the day before. Since you have already 
recorded the subvoucher payment you do not make any further 
entries on the OF-209. 
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Figure 21. 
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Cash Advance OF-209 
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Training for Overseas Cashiers (PA-293) 


Your Other Official Collections OF-209 should look like the 
example in Figure 22. 





There are two additional entries on the form for the second day. 
. 1 General Fund collection in Zolfs 


. l Suspense Deposit Abroad in US dollars 
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Training for Overseas Cashiers (PA-293) 


Now review your deposits. You should have: 





. 4 SF-215s for deposits in US dollars; 
e 1 Local currency deposit slip. 


Figure 23 shows the completed deposit slips. 
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Figure 23. Completed Deposit Slips 
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_Part C: Job Practice 
Figure 23. Completed Deposit Slips (Continued) 
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MELLON BANK, LTD Deposit Slip No:009 
Rosslyn, Z 


pete: #/n/72. ZOLFS | 


Cash ‘7, 
U.S. Disbursing Officer/ Checks : 
FMC Paris France 


Account No: 87-3109-8 Total 7 
Deposit } 
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Training for Overseas Cashiers (PA-293) 


After posting the deposits to your accountability records, your 
OF-209s should look like the examples in Figure 24. 





There is only one deposit on the cash advance form: 


e $300 from accommodation exchange. 


There are four deposits on the collections OF-209: 


e 2 SDAs in US dollars; 
e 1 for collections in Zolfs; and 
© 1 for collections in US dollars. 
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Training for Overseas Cashiers (PA-293) 





You should have made three requests for replenishment. 
sd 1 for accommodation exchange payments = Z 600; 


Z 1720; and 


° 1 for petty cash payments 


$400. 


. 1 for paid travel voucher 


Figure 25 shows the completed FMC-355. 
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Part C: Job Practice 





Figure 25. FMC-355 


REQUEST FOR CASHIER’ S CHECKS 
FPMC-355 (Rev. APR 82) 
Local Currency U.S. Dollars 
Ga} —( RECORD CODE} EE 














: 






















































































































































































No. Local Currency Checks No. U.S. Dollar Checks 
on 01 #1010 
02 Li2 02 
o3 03 
Q4 = 
QS 25. 
06_ 26 
Q7 27 
og 28 
o2 22 
42 = 
Tota Total 
Cashier’s wame: KA@in, DOG! Ss Post:_ROSSLYA) 
Cashier’s Signature: 
Post Approval (2): 
Signature Title 
U.S.D.O Approval: Date: 








EXPLANATIONS (2): 


NOTES: (1) Enter Date (MMM DD YY): i.e. Apr 02 82,Sep 17 82, etc. 
(2) Complete only if this request is submitted without 
accompanying vouchers or if the amount requested differs 
from the total amount of accompanying vouchers. 
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Lastly, you 

FMC: 
« l 
* l 
. 1 
. 1 
° 1 
° l 
° 1 
. 1 





should have these control slips ready to send to the 


OF-234 for accommodation exchange; 


control 
control 
control 
control 
control 
control 


control 


Figure 26 shows the 
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slip 
slip 
slip 
slip 
slip 
slip 


slip 


for 


for 


for 


for 


for 


for 


for 


collections in US dollars; 
collections in Zolfs; 

the two Suspense Deposits Abroad; 
payments in US dollars; 

payments in Zolfs; 

deposit slips in US Dollars; and 


deposit slips in Zolfs. 


control slips. 
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Figure 26. Control Slips 
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Part C: Job Practice 





Figure 26. Control Slips (Continued) 
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Training for Overseas Cashiers (PA-293) 
PART 3: THIRD DAY 





Situation: 


This is the third day of cashier activity. When you made your 
deposits yesterday, you also cashed checks for Z 4,000 and $1,500 
because your cash was getting low. 


Before starting cashier operations for the day, verify the cash 
in both cash boxes. You can determine this by subtracting the 
total amount of checks you still have on hand from the balances 
on your cash advance OF-209. 
Your cash amounts should be: 

e Z 4580 in currency and Z 6000 in uncashed checks 

e $2100 in currency and $500 in uncashed checks. 


Complete the transactions shown in Figure 27 using the same 
OF-209s you used for Parts 1 and 2 of this exercise. 
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L Part C: Job Practice 





Figure 27. Transactions (Third Day) 








Transaction 1: 


Phil Watanabe, your subcashier, requests replenishment for the 
receipts shown below. 





RECEIPT # # # 
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_Part C: Job Practice 
Figure 27. Transactions (Third Day) (Continued) 








Transaction 3: 


Richard Montgomery, Assistant Maintenance Officer, gives you Z 75 
in cash as a reimbursement for a medical expense. You prepare an 
OF-158 for the transaction. 





Transaction 4: 


Mary Nawbe returns Z 300 worth of petty cash receipts in exchange 
for the interim receipt for cash she signed for her nominal cash 
advance. 


















































RECEI P » ee 
UR VSO see 
Z 40.00 
* «<2 
“an - 
Z 85.00 * *# 
Z 80.00 
Z 35.00 oe” 
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Figure 28. Completed OF-176 
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DATE OF THis FATE: November 17,1992 
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Training for Overseas Cashiers /(PA-293) 








Since this is a short day for cashier operations, your cashier 
supervisor suggests you do a reconciliation/verification of your 
cashier records to practice the procedures. 


First, indicate the cash amounts in each of your cash boxes and 
the amount of uncashed replenishment checks on hand in Figure 29. 
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Advance 
# 17 
Replenishment Checks 
Collections On Hand 
(Local Currency) 
—— 














U.S. Dollars Cash Box 





#17 
Replenishment Checks 
Collections On Hand 

(U.S. Dollars) 
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Collecticn Documents Accommocation Exchance 
OF-158 (2 Receipts, OF-234 (2 








Accc=s0Gation Exchange Deposit Slips Sent 
Payments, OF-234 (2) To USDO (Zz 








#12 17 
Paic Vouchers Sent eplenistmert Checks 
To USDO (2) On Band (72 


» > 








#18 § 28 
Advances to Subcashiers Cashier Checks Requested 
Zz Prom FeC (Zz 
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Part C: Job Practice 





FMC-49 (Rev. jen 1989) Figure 31. Blank FMC-99 
LiST OF ITEMS ON HAND AND 
PREPARATION 
coer CODE. t(tCCE LIST OFTRANSMITTALSINTRANSIT mos TON AE 


| EACH LINE ON THIS FORM CORRESPONDS | | 
TO A LINE NUMBER ON FORM FMC-365 


























| | 
Lim G Callecacn Document | Line - 08 

















ON HAND (OF*1S8enct yet sant  USDO) INTRANSIT - Accommodation Receipts Fram OF 234s 
Le : TL Nes/Deses Le 5 








































































































































































































































































































































































































Tetal Line 35 
Line~ 06 Ss ee te 
INTRANSIT ~ Checks To Be imuad-By USDO On OF-176 Tend Line i 
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Part C: Job Practice 
Figure 31. Blank FMC 99 (Continued) 
Line 16 Line 21 
ON HAND Cash ON HAND Deposit Sips 
Le $ Le s 
Total Line 17 | L oe 
Line 17 
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Total Line 18 
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Training for Overseas Cashiers (PA-293) 





Use the information on your FMC-99 to complete the FMC-365 
(Cashier’s Reconciliation Statement) shown in Figure 32. For 
this exercise, you have not received an ACDA.066 Cashier Activity 
Report since the one showing your opening balances. Use your 
opening balances for the entries on line 02 of the FMC-365. 
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Part C: Job Practice 





Figure 32. FMC-365 
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Training for Overseas Cashiers /(PA-293) 
Part 3: Third Day 





Solution/Discussion 


Your Cash Advance OF-209 for the final transactions should look 
like the example in Figure 33. 


You should have three new entries on the form: 
e 1 for petty cash payments in Zolfs; 
e 1 for reverse accommod:° exchange receipts; and 


e 1 for a deposit of revezse accommodation exchange 
receipts. 
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Part Ci Job Practice 





Figure 33. 


Cash Advance OF-209 
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Training for Overseas Cashiers (PA-293) 


Your Other Official Collectioms OF-209 should look like the 
example in Figure 34. 





You should have two new entries on this form: 
e 1 collection in Zolfs; 
e 1 local currency deposit. 

In your advance cash box you should have: 


e Z 4,165 in cash plus Z 6,000 in uncashed replenishment 
checks on hand 


e $2,100 in cash and $500 in uncashed replenishment 
checks on hand. 


You should have no cash in the collections section of your cash 
boxes since you made deposits today. 
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Part Ci Job Practice 


Figure 14, Other Official Collections 
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The Gocuments im your files sfould be similar to the comes show 
in If your dgocument files were incorrect, you may 
meec to make corrections to your FEC-395 also. 


L116 

















a | 





— 12 
Paid Vouchers Sent 
To USDO (2Z 


#18 
Advances *o 
Zz 


,_Agvance: 2 300 


Subcasniers 


June 1989 


* o8 
ACCOmmOCatTicn Excnhance 
Receists, OF-234 (I 


——.. o'% . 7 28.0 


y _*- = -- 
- _° 500 
. . _* Se) + 
25.900 
7 i x ‘“? = = 





Revlenistiment Checks 
On Sand (Z 


4.3.900 


* 28 
casnhiier Checks fequestedc 
Prom FHC (Zz 














an 2 ni PA-293) 





This page intentionally left blank. 


118 


49 


June 1989 











_Part C: Job Practice 





Figure 35. 


(U.S. Dollars) 


# 06 
Checks To Be Issued 
By USDO, OF-176 (U.S) 


OF-176: $3,000 


# 08 
Accommodation Exchange 
Receipts, OF-234 (U.S.) 


1. OF-234: $ 200 
2. OF-234: $ 100 


# 12 
Paid Vouchers Sent 
To USDO (U.S.) 


1. Travel Voucher: 
$ 400  _ 
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Document Files Solution (Continued) 


# 07 
Collection Documents 
OF-158 (U.S.) 





# 11 
Deposit Slips Sent 
To USDO (US) 


# 28 
Cashier Check Requests 
FMC-355 (U.S.) 


FMC-355: $ 400 
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Training for Overseas Cashiers (PA-293) 


Your completed FMC-99 should look like the one in Figure 36. 
If your form and this form do not agree, you should review the 
contents of your cashier files and complete the FMC-99 again. 





Completing the FMC-99 correctly is an important part of 
completing the FMC-365. If you do not complete the FMC-99 
correctly, your FMC-365 will not balance. 
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_Part C: Job Practice 
Figure 36. Completed FMC-99 
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Training for Overseas Cashiers (PA-293) 
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Part C: Job Practice 
Figure 36. Completed FMC-99 (Continued) 
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Training for Overseas Cashiers /(PA-293) 





Your completed FMC 365 should look like the one in Figure 37. 
The reconciliation has been successful. Your records should 
balance. Although the amount on line 26 for US Dollars does not 


equal the amount on line 14 you can satisfactorily explain the 
difference. 


If your reconciliation did not balance in any other area, review 
your additions and subtractions for the totals on lines 9, 13, 
14, and 26 to make sure your did not make any math errors. 


If your reconciliation still does not balance, review the 
explanation that follows the FMC-365. It will walk you through 
each line of the form to determine where you have made an error. 
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Figure 37. Completed FMC-365 
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Training for Overseas Cashiers (PA-293) 
Line by Line Explanation of Completed FHC-365 





Enter your opening balances on line 02. (Z 14,000 and $3,000) 


Lines 03, 04, and 05 are blank because you have no documents in 
these files. 


On line 06 enter $3,000 for the OF 176 in transit for the reverse 
accommodation exchange check from the FMc. 


On line 07 enter Z 17,575 (Z 12,000 + Z 5,500 + Z 75) and $3,100 
($100 + $1,000 + $2,000) for OF-158s in transit. 


On line 08 enter Z 6,000 and $ 300 ($200 + $100) for exchange 
receipts in transit. 


Now add the amounts on line 03 through 08 to get the amounts for 


line 09. 
line z U.S. §$ 
03 0 0 
04 0 0 
05 0 0 
06 0 3,000 
07 17,575 3,100 
os 6,000 300 
os: 23,575 6,400 


On line 10 enter Z 600 for exchange payments in transit, 


On line 11 enter Z 23,575 (Z 17,500 + 2 6,000 + Z 75) and $3,400 
($300 + $1,000 + $2,000 + $ 100) for deposit slips in transit. 


On line 12 enter Z 2,345 (Z 250 + 2 195 + Z 1,200 + Z 300 + Z 75 
+ Z 415) and $400 for paid vouchers in transit. 
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Part C: Job Practice 





Add the amounts on lines 10, 11, and 12 to determine the total 
decreases for line 13. 








line Zz us $ 
10 600 0 
ll 23,575 3,400 
12 + 2,435 + 400 
13 26,610 3,800 


Determine your total accountability on line 14 by adding lines 02 
and 09 and subtracting line 13. 








line Zz us $ 
02 14,000 3,000 
og + 23,575 + 6,400 

37,575 9,400 
13 - 26,610 ~- 3,800 
14 6,107 5,600 


Since you have no collections cash on hand, line 15 is blank. 
On line 16 enter your cash advance cash Z 4,165 and $2,100. 


On line 17 enter Z 6,000 and $500 for replenishment checks on 
hand. 


On line 18 enter Z 800 for the voucher to your subcashier. 


Lines 19 through 25 are blank because you have no documents in 
those files. 


To determine the totals for line 26, add lines 15 through 25. 
Since you have entries only on lines 16, 17, and 18 we will list 


only those. 
line Zz US $ 
16 4,165 2,100 
17 6,000 500 
18 + 800 + 0 
26 10,965 2,600 
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a 
completed an OF-176. This is a satisfactory explanation for the 

in the amounts. Enter $3,000 on line 27 and write 
the explanation for the difference om the reverse of the form. 


cashier’s check requests in 
1,720 + Z 415 + Z 300) and $400. 


Ea 
"9 








line Zz us $ 

26 10,965 2,600 

28 3,035 400 
> > 

29 14,000 3,000 


Since these amounts are the same as your opening balances you do 
not have to calculate the dollar value of line 29. It is $10,000, 
the same as your authorized advance on line 31. 


Congratulations! You have successfully reconciled your account 
and both you and your cashier supervisor should sign the forz. 
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This concludes the Cashier Job Practice. 

If you have questions about the practice situations, check the 
appropriate sections of 4 FAN or the SPUN or review the Cashier 
Task Descriptions. If you still have questions, ask your 
supervisor or your instructor. 


Good Luck om the job! 
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